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Bustling Chicago—scene of major November office conference 
e First office automation conference for senior officers 
sponsored by University of Chicago—Full report 


@ First pictures of 1955 “Office of the Year” winners 
—— 
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rt Metal SPEED-FILE 


@ ONE SIMPLE MOTION opens any drawer 


while contents slope back automatically 


@ THE EXCLUSIVE EXPANSION Back in Art Metal Speed-Files puts file folders into normal working 
position as soon as a drawer is opened. No compressors to release and re-set. A third of the 
operations required with conventional files are eliminated . . . filing is 33% faster! 


@ 15% MORE FILING CAPACITY 


is at your service in an Art Metal Speed-File, 
because every inch of space is available for 
filing. With no space-stealing compressors 
or mechanical parts inside the drawers, you 
get four more working inches per drawer 

. more than half a drawer extra in 
a five-drawer cabinet. 


@ THE WORLD'S BEST FEATURES AND CONSTRUCTION MAKE SPEED-FILES 


the world's best value in filing equipment 


Distortion-proof trame 


Full accessibility 
Case is tenoned, welded and doubly-reinforced to hold Back of drawer extends beyond the front of the case... 


its shape. Drawers cannot sag or sway. The flush, welded makes the last folder as easy to file as the first. 
box tops will not bend or “wave.” 
Smooth, quiet operation 


Side arm ball-bearing roller suspension makes fully- 


= Dust-tight, vermin-proof protection. loaded drawers slide quietly with finger-tip effort. 
Rugged all-weided drawer body Standard-height drawers 
Built for extra years of hard day-to-day use. No extra- Speed-Files take standard folders and guides. Contents 


neous parts — no maintenance. are interchangeable with conventional files. 


© 19554. ™.c. co, 


TRY THIS REVOLUTIONARY FILE 
For 67 years 


in your office. Your Art Metal dealer or branch office 


: . ; the hallmark 
will gladly arrange this. Just telephone when you are in of the finest 
the market for modern filing equipment. Look in the in office 
“Yellow Pages’’— or write us. equipment 


and systems 
ART METAL CONSTRUCTION COMPANY - 


JAMESTOWN 10, NEw YORK 
GENERAL OFFICE AND EXECUTIVE DESKS + CORRECT-SEATING ALUMINUM OFFICE CHAIRS + FILING EQUIPMENT + WABASH FILING SUPPLIES - POSTINDEX VISIBLE INDEX CABINETS AND SYSTEMS 


For More Information Use Readers’ Inquiry Coupon on Page 78 
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“Thanks for the 
order, Ed. We'll ship 
it to you today.” 


“Inventory’s low on 
both items. We'll need 
a hundred of each 


by Tuesday.” 


“We need some more 
information right now. 
Let’s call the home office!” 


Get it done now 
by Long Distance 


Whether the job is selling, purchas- 
ing, administration or anything else, 
Long Distance is ready to help you get 
it done fast. 


So use Long Distance regularly to 
keep in touch with out-of-town cus- 


“tomers and prospects—and with your 


own sales force, branch offices and other 
company units. It’s easy to do. Per- 
sonal. Low in cost. And it gets results. 


You'll find that’s true whatever you 
make, whatever you sell. Thousands of 
firms have proved it. We have many 
specific suggestions based on their ex- 
perience and we'd like to pass them 
along to you. Just call your Bell Tele- 
phone Business Office. 


LONG DISTANCE RATES ARE LOW 
Here are some examples: 

New York to Philadelphia 

Baltimore to Pittsburgh.......... 

St. Louis to Cincinnati 

Atlanta to Chicago........ 

Los Angeles to Detroit 


These are the daytime Station-to-Station rates for the first 
three minutes. They do not include the 10% federal excise tax. 


CALL BY NUMBER. IT’S TWICE AS FAST. 


BELL TELEPHONE SYSTEM 
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Combining the beauty of wood 
with the strength of steel. 


Walnut grained plastic 
top and genuine wal- 
nut drawer housing 
with steel frame and 
steel drawers. 


Mac ei? Towler NEW YORK: 305 EAST 63rd STREET + TEmpleton 8-5900 


BOSTON: 150 CAUSEWAY STREET 


Richmond 2-1800 
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CHICAGO, the nation’s second 
city, plays a prominent role in 
this issue for two reasons. The 
Windy City is the locale for the 
two top winners in this year’s 
“Office of the Year” competition 
—the first time that any city 
other than New York has ever 
captured both honors. The lake- 
side metropolis was also the 
scene last month of a conference 
on office automation that was 
unusually significant for many 
reasons. Full details of the con- 
ference appear in the story be- 
ginning on page 18; commentary 
on why we feel the Chicago 
meeting was meaningful appears 
on page 15. 


office 
management 


Office Methods, Equipment, Personnel, and Purchasing 
Sponsor of the “Office of the Year” Awards 


december, 1955 
Vol. XVI No. 12 


in this issue 


“Neither snow nor rain . . . ” (Editorial) 
Major office automation meeting held in Chicago- 
“Office of the Year” Award winners—1955 


Quarter-billion wasted rer on paperwork, AMA 


Manual methods still vital, says SPA speaker 


Have you checked your reports lately? 
by Leslie Matthies 


“Compact efficiency” is the phrase 
Pp ) Pp 


Effective records control begins with records 
(Conclusion) - - 
by A. A. Deter 


Automation in the office - 


M. A. Geyer, President; Donald McAllister, Vice- 
President and General —— a? Thomas V. Murphy, 
Editor-in-chief; Hugh W. Advertising Director; 
John M. Smythe, Midwest Manager. 
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Andrew Geyer-McAllister, Inc. 
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Boston 10, 212 Summer St., Room 600, (Hancock 6-5390), Charles G. Kretschmar; 
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How XEROGRAPHY 


cuts duplicating costs $30,000 a year 
for WESTERN PACIFIC RAILROAD CO. 


“The West's 
fastest moving 
railroad’ 


SPEEDS PAPERWORK 


SPEEDING THE PREPARATION OF Division Sheets * Vital Rate 
Information + Internal Forms * Management Letters and 
Bulletins - Legal Documents - 2,600 Paper Masters Monthly. 


Xerography gives Western Pacific a clear track when it comes to speeding the 
preparation of division sheets and other vital rate information formerly retyped 
laboriously from previously printed material. Typing and proofreading of divi- 
sion sheets was once a time-consuming chore, costing Western Pacific thousands 
of dollars yearly. Xerography, a fast, dry electrostatic copying process, now 
does in three minutes what used to take hours. It eliminates errors because it is 
photo-exact, produces a better looking result, and greatly reduces production 
bottlenecks. 

Xerography serves Western Pacific in many other ways. Quick copies replace 
retypes. Internal forms are duplicated with impressive savings in time and 
money. Management letters and bulletins, legal briefs and other legal docu- 
ments are accurately copied in the shortest possible time. In one month Western 
Pacific prepared 2,600 paper masters by xerography for runoff of multiple 


copies on an offset duplicator. Xerography does a better job faster, saves the 
railroad an estimated $30,000 a year. 


New developments in xerography make it the one, all- 
purpose, fast and economical process for copying anything 
written, typed, printed or drawn, onto different types of 
masters for duplicating. 

Now you can copy onto offset paper masters, pre-sensi- 
tized positive working metal masters, spirit (or other 
fluid-type) masters, translucent masters, by this versatile, 
photo-exact, dry, electrostatic process. 

Original copy can be enlarged, reduced or made same 
size. Masters can be made from opaque originals or from 
copy on both sides. Also, up to eight copies, including 
a paper master or translucent intermediate, can be made 
from one xerographic image. 


for proof of performance folders showing how companies 
of all kinds, large and small, are cutting duplicating 


costs and speeding paperwork with xerography. 


THE HALOID COMPANY 
55-48X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


XEROGRAPHY 
The fastest, chesipeat, aucr eae ‘way to make masters for duplicating 


t 


For More Information Use Readers’ Inquiry Coupon on Page 78 
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Certified secretaries now 


772 


A new national total of 772 Certified 
Professional Secretaries was announced 
recently by the National Secretaries 
Association (International). This new 
high was reached when 190 secretaries 
throughout the United States passed the 
recently held fifth annual CPS exam- 
ination. 


number 


One man was among those 
who passed, bringing the total of male 
CPS holders in the country to three. 
States with highest number of secre- 
taries passing the 1955 test are—Calli- 
fornia, Texas, Ohio, New York, Mich- 
igan, Tennessee. 

The Association also reports a back- 
to-school movement among employed 
secretaries which it attributes to the 
CPS program. 

The next CPS examination will be 
held May 4 and 5, 1956. Deadline for 
sending in applications is December 
15, 1955. Inquiries and applications 
go to The National Secretaries Associ- 
ation (International), 25 East 12th 
Street, Kansas City, Missouri. 

Opened to qualified secretaries twen- 
ty-five years of age or over, members 
or non-members of The National Sec- 
retaries Association, the 12-hour certi- 
fying examination is held in colleges 
and universities throughout the coun- 
try. It extends over two days. Ques- 
tions run the gamut from Personal Ad- 
justment and Human Relations through 
Business Law, Economics and Business 
Administration, Secretarial Accounting, 
Stenography, General Secretarial and 
Office Procedures. To achieve the CPS 
rating and Certificate secretaries must 
pass all parts of the test. 


In Short— 


MIT schedules electronic data 


processing seminar 

The influence of electronic data pro- 
cessing on management will be exam- 
ined at a special five-day seminar to be 
given at the Massachusetts Institute of 
Technology, Dec. 12-16, under the 
sponsorship of M.I.T.’s School of In- 
dustrial Management. The objectives 
of the program are “to appraise the 
characteristics and techniques of elec- 
tronic data processing systems relevant 
to business management and to study 
recent developments in both local and 
long-distance data processing that are 
of special importance to management.” 


OFFICE MANAGEMENT 
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EVERYTHING 


FOR THE OFFICE 
| EXCEPT MACHINES 


IDEAS AND EQUIPMENT TO EASE #: 
AND SHORTEN OFFICE WORK ; 


Savings begin immediately when you get this book. From its 292 pages 
you can make a buying “tour” in minutes that otherwise would take 
hours of time and energy and would be impossible even in large cities. 
Here is the world’s most extensive line of office desks, chairs, filing 
cabinets, fireproof equipment and systems. Over 5,000 items pictured, 


described and plainly priced. 


Cut office costs.— Office costs skyrocket- 
ing? Overhead cutting into your profits? 
On page 284 you'll find help. Handily 
indexed for quick reference are a dozen 
practical ideas you can put to action 
right away in cutting office costs. 

What's new in color-styled offices 7?—Drab, 
colorless offices affect employee morale. 
In the Shaw-Walker Office Guide you'll 
see the very newest in modern color- 
styled furniture. Beautifully pictured 
in all four new colors. 


“Built Likea 
Skyscraper” 


GHAW-WALKER 


New fireproof desks and files.—Great ad- 
vances have been made in fire protect- 
ing business records. Maybe you're 
living dangerously without this infor- 
mation. Find out what it is, how versa- 
tile it is—how it protects right at point 
of use. 46 models for you to examine. 
Space a problem? —Dozens of ways to 
economize on your present space or 
plan efficiently for new space. Office 
space is expensive. Find out how you 
can make it pay you. 

Ideas to Simplify Filing Records.—There’s a 
full chapter of ideas on how you can 
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This book can save you 
thousands of hours! 


eliminate wasted time. Here you see 
eight simplified finding systems that 
pay for themselves. Hundreds of other 
system ideas throughout the book. 
Modernizing? Moving? Expanding?— Your 
first move should be to get Shaw- 
Walker’s Office Guide. There never was 
such a complete, colorful, idea-packed 
encyclopedia of information to help 
you plan, save time, save money. 
Invaluable for executives— Planning sug- 
gestions, time-saving facilities, space 
requirements, covered in detail. Hun- 
dreds of ideas developed by Shaw- 
Walker’s ‘‘Time-Engineering’’. 


Just off the press 

FREE to qualified people 
This 292-page Office Guide is costly to 
prepare. Naturally we can’t give it to 
just anyone. But if you are a purchas- 
ing or office executive, you qualify for a 
copy—and we want you to have it 
FREE. Please request on business let- 
terhead or phone your Shaw-Walker 
representative. 


Largest Exclusive Makers of Office Furniture and Filing Equipment in the World. 
Executive Offices at Muskegon 46, Mich. Branches and Exclusive Dealers in 416 cities. 


For More Information Use Readers’ Inquiry Coupon on Page 78 
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‘R.C.Allen: 


Electrite 
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a new machine 
to meet 
a growing demand 


' 
' 
f 
f 
H 
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electric keyboard 


curbon ribbon 


The uniform impression possible only with 
an electric keyboard. 


The trouble free operation of manual © 


back-spacing, line-spacing, tabulation and 
shift. 


Electrified where 95% of typing actions 
are performed. 


Manual where 95%, of electric typewriter 
service complaints occur. 


Fingertip impression contro! adjusts ma- — 


chine for different duplicating methods. 


The clean, sharp brilliance of Carbon 
Ribbon reproduction. 


elie: a. Reade Ra Se 


only $279.50 


(plus applicable tows) 


Soe he oe (a hee 


oe Cae 


2 aes < 2 nh 
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“better 


master 
copies 


IF YOU USE MIMEOGRAPH, 
MULTILITH, OZALID or sim- 
ilar duplicating equipment — 
you know how difficult it is to 
get the right quality of type- 
written copy for reproduction. 
The new R. C. ALLEN Elec- 
trite, with exclusive Microflex 
Impression Control is engi- 
neered specifically to make per- 
fect master copies . . . consist- 
ently sharp, uniformly clear .. . 
better than any manual or elec- 
tric typewriter made for corres- 
pondence work can produce. 
Write for details or call an 
R. C. Allen dealer. 


R.C.Allen iain Machines, Inc. 


686 Front Avenue, N.W., Grand Rapids, Michigan 


MANUFACTURERS OF ADDING MACHINES, CASH REGISTERS, BOOK- 
KEEPING MACHINES AND THE WORLD'S MOST ADVANCED TYPEWRITERS. 


For More Information Use Readers’ Inquiry Coupon on Page 78 


National Business Show attracts 
93,000 

This year’s National Business Show 
drew more visitors than did its 1954 
counterpart, according to its sponsors, 
the Office Executives Association of 
New York. OEA, which is the New 
York Chapter of the National Office 
Management Association, reported that 
93,000 visitors attended the displays 
in the two armories which housed the 
exhibits. Great interest was shown 
in machines and equipment that offer 
the promise of being able to apply 
the principles of automation to office 
work in the near future and, as was 
also the case last year, in copying 
and duplicating equipment. It has 
been announced that the 1956 show 
will be held in the new Coliseum, now 
being completed at Columbus Circle, 
New York City. 


Remington Rand to market Telecom- 
puting sales control machines 

The Point O’ Sale Recorder, which 
is used to transfer sales information 
from prepunched merchandise tags to 
punched paper tape for use with elec- 
tronic data processing equipment, will 
be marketed by Remington Rand, di- 
vision of Sperry Rand Corp. The 
equipment will continue to be manu- 
factured by Telecomputing Corp. of 
Burbank, Calif. 


American Management Association 
moves headquarters 

The administrative headquarters of 
the American Management Association 
have been moved from 330 W. 42nd 
St., New York to the Sheraton Astor 
Hotel, Times Square, New York. 
AMA’s official address is now 1515 
Broadway, New York 36, N. Y. The 
new offices occupy the first and tenth 
floors and part of the ninth floor of 
the hotel. The association’s educa- 
tional activities and services will have 
enlarged office space; in addition, 
meeting rooms will be provided for 
courses and seminars. 


Executive development program to 
be given at Texas A & M 

The Agricultural and Mechanical 
College of Texas has announced its 
fourth annual Executive Development 
Course, which will be given on the 
campus from Jan. 29 to Feb. 18. The 
three-week program will consist of 
four major sections devoted to ad- 
ministrative practices, accounting and 
finance, marketing management, and 
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Better have a drink, boys... 


. (a 


..we’re discontinuing # 943! 


mt 


The salesmen took it pretty hard. The new 
#943 was a hot item. But the company 
was losing money on every gross. 

Who goofed? No one. Plant burden 
rates were at fault. Item #943, expensive 
to produce, had been regularly charged 
with less than its fair share of overhead. 
It was priced competitively, but too low 
for profit. Hobbled by late and inadequate 
cost reports, the front office found it easier 
to give up on the product than sweat out 
a solution. 

Too bad for these salesmen that their 
company didn’t have Keysort punched- 
card accounting. With Keysort, you can 


basi 


set rates to recover total costs in each op- 
eration. Unrealistic rates can be spotted 
quickly, because figures are reported on 
time. 

A McBee Keysort installation can give 
you comprehensive, accurate reports on 
every phase of factory operation, and give 
them to you fast. On your desk daily, 
weekly, monthly — as your needs require. 
Whether you run an industrial colossus or 
a 100-man branch plant. At remarkably 
low cost. 

The trained McBee man near you has a 
presentation which will show you how it’s 
done. Jt takes just one hour, from start to 
finish. Phone him or write us. 


MC Be +3 


be il 


pinpoint burden charges by department, 
eo ec08 % 60 eee, e**%. O00, C0e0ee 
3,0 Seco %* «teen @ OP Sas? +4 


McBEE oes S500 BaF 


Punched-card accounting for any business 


Manufactured exclusively by The McBee Company, Athens, Ohio * Division of Royal McBee Corporation 
Offices in principal cities * In Canada: The McBee Company, Ltd., 179 Bartley Drive, Toronto 16, Ontario 
For More Information Use Readers’ Inquiry Coupon on Page 78 
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Nationals De luxe adding machine 


She saves 
half 
the time... 


Boss saves 
all 
the cost. 


Live keyboard* with keytouch adjustable to each operator! 


Saves up to 50% hand motion — and 
effort! Never before have so many time- 


and-effort-saving features been placed on 
an adding machine. 

Every key operates the motor—so you 
can now forget the motor bar. No more 
back-and-forth hand motion from keys 
to motor bar. 

Keys are instantly adjustable to each 
operator's touch! No wonder operators 
are so enthusiastic about it. They do 
their work faster with up to 50% less 


effort. New operating advantages, quiet- 
ness, beauty! 

“Live” Keyboard with Adjustable Key- 
touch plus 8 other time-saving features 
combined only on the National Adding 
Machine: Automatic Clear Signal .. . 
Subtractions in red... Automatic Credit 
Balance in red ... Automatic space-up of 
tape when total prints . .. Large Answer 
Dials . . . Easy-touch Key Action... 
Full-Visible Keyboard with Automatic 
Ciphers . . . Rugged-Duty Construction. 
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THE NATIONAL CASH REGISTER COMPANY, pavron 9, on10 © 


977 OFFICES IN 94 COUNTRIES 


10 for More Information Use Readers’ Inquiry Coupon on Page 78 


National “De luxe” Adding Machine 
pays for itself with the time-and- 
effort it saves, continues savings as 
yearly profit. One hour a day saved 
with this new National will, in the 
average office, repay 100% a year 
on the investment. See a demon- 
stration, today, on your own work. 
Call the nearest National branch 
office or dealer. 


* TRADE MARK REG. U.S. PAT. OFF. 


WNwlional 
ADDING MACHINES - CASH REGISTERS 
ACCOUNTING MACHINES 
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employee selection and development. 
Its purpose is described as “to broaden 
the individual viewpoint for a com- 
prehensive understanding of business 
organization as a whole and its place 
in the economy of the community, 
state, and nation.” 


Expert predicts 12,000,000 jobs in 
automation 

Dr. Elbert P. Little, staff specialist 
in electronic data processing for An- 
derson-Nichols Co., of Boston, has pre- 
dicted that more than 12,000,000 cleri- 
cal and production-line workers will 
find jobs connected with automation 
in the office within the next ten years. 
Moreover, he said, work weeks would 
be reduced to 30 hours and pay checks 
would increase as much as 30 per 
cent. The jobs will be found in the 
manufacturing of equipment, in ser- 
vicing and programming it, and in 
assembling and preparing data for 
processing, according to Dr. Little. He 
added, “Automation is a scare-word 
to a lot of people, particularly labor. 
The fact is that those who are most 
concerned about the thing are the 
ones who will benefit the most from 
it.” 


Conference to discuss use of 
recorded knowledge 

An unusual conference, devoted to 
“Practical Utilization of Recorded 
Knowledge — Present and Future” 
will be held at Western Reserve Uni- 
versity, Cleveland, Jan. 16-18. Em- 
phasis will be given to the organiza- 
tion and use of printed material in 


Atomic Energy Commission to get 
super-Univac 

A new Univac-type computer, re- 
ported to be one thousand times faster 
than electronic computers now in use, 
has been ordered from the Remington 
Rand Div., Sperry Rand Corp., for 
use at the Livermore Research Labor- 
atory of the Atomic Energy Commis- 
sion. The new computer, to be known 
as LARC (for Livermore Automatic 
Research Computer), will be able to 
work on several problems simultan- 
eously and in three dimensions. It is 


expected to solve in a few days prob- 


EE 


lems which now require two years of 
Univac work. 


Railway systems men to meet in 
Chicago this month 

The Railway Systems and Proced- 
ures Association will meet at the Mor- 
rison Hotel, Chicago, December 6-8. 
Among the subjects to be covered are 
methods and work simplification, op- 
erations research and computers as 
applied to supply department activi- 
ties, car accounting with an IBM 
Type 650 computer, and business plan- 
ning. 


YOUR SENSE OF ECONOMY 


many fields. The University’s School 
of Library Science and its Center for 
Documentation and Communication 
Research are sponsoring .the confer- 
ence. 


Comfortable seating for yourself and 
your staff, for clients and customers 
... in fresh new design concepts 
that are pleasing to the eye... 
rigidly constructed for long service, 


NOMA announces plans for 
1956 convention 

The National Office Management 
Association has officially announced 
that its 1956 annual convention will 
be held in Philadelphia, May 20-24, 
at the Convention Hall Commercial 
Museum. Concurrently with the con- 
vention, NOMA will sponsor an ex- 
tensive display of modern office ma- 
chinery and equipment. According to 
F. F. Robinson, chairman of NOMA’s 
International Conference and Exposi- 
tion Committee, 50,000 square feet of 
exhibit space has already been allo- 
cated, and requests for one-third of 
this have already been received. 
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FOR COMFORT, 
bonded foam latex 
padding; 2” on 
seat, 1” on back 
and arm rests. 


TON-TESTED! 
Modern testing 
showed these 
chairs etill rigid 
under more than a 
ton of pressure. 


“WALL SAVERS” 
Backs of side and 
arm chairs cannot 
touch wall even 
when legs do. 


THEY STACK~ 
Side chairs de- 
signed to store 
easily and simplify 
floor-cleaning. 


and with easily-removable coverings of 
elastic U. S. NAUGAHYDE; other 


fabrics in many colors available. 


“Wall-saver” side and arm chairs with 
padded or plastic arm rests, and two 
handsome swivel models with arms 
. side chairs as low as 31.40, 
swivels as low as 53.00. Ask to 


see them today! 


4h your Cramer dealer 


OR WRITE DEPT. OM-1 
CRAMER POSTURE CHAIR CO., INC. 
1205 Charlotte, Kansas City, Mo. 


MAKERS OF CRAMER POSTURE CHAIRS 


For More Information Use Readers’ Inquiry Coupon on Page 78 
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NOW 
ON 
PRESS 


.... SOON ON THE. 
WAY TO YOU 


The Historic First Annual Issue of 
office management YEAR BOOK 


e Trends in Automation and Integrated Data Processing 
Keep it ever 


e Systems Design, Forms Revision and Simplification 


handy for ready e New Developments in Office Layout and Furnishing 
* e Directory of Manufacturers of Office Furniture and 

access to this Fornlihiags 

vital data e Tools of the Office—Survey of Machine Develop- 


ments 


Directory of Manufacturers of Machines and Equip- 
ment 


Personnel Practices 
Extra copies to e Catalogs, Booklets and Brochures 
subscribers $1.00 e Office of the Year Awards 


Review of 1955 Calendar of Events 


office management 
Published by Geyer-McAllister Publications —publishers since 1877 
212 FIFTH AVENUE - NEW YORK 10, N. as 


Sab. ea ae an. Saag Ss 
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People in the News 


ROBERT G. HELLER has been pro- | 
moted to the post of general sales | 
office manager, tape and ribbon prod- | 
ucts group, Minnesota Mining & 
Mfg. Co., St. Paul. 


T. N. TUCKER has been named | 
secretary and treasurer of Cullen Min- | 
erals Corp., San Antonio. 


ALAN W. DREW, formerly assist- | 
ant comptroller, Royal Typewriter | 
; Co., New York, has been named con- | 
troller, succeeding E. T. Quinn who | 
has resigned to devote more time to | 
his duties as comptroller, Royal McBee | 
Corp. 


| imple low cost plan 7 
JAMES F. LILLIS, comptroller, Bur- fou <i ti CUO A ond, type 
| r ie 


roughs Corp., has been elected secre- | 
tary of the Detroit Control of the Con- | 
trollers Institute of America. 

POSTING IS DONE ONLY 


NELSON W. SPIES has been appoint- | ee 


ed personnel director of Kodak Office, . 


Eastman Kodak Co., succeeding W. EASY-TO POST--AND 


Douglas Jack, who died July 30th. He EASY TO PROVE 
moves up from the post of assistant to 
the personnel director. ° 


EVERY CHARGE VERIFIED 


named controller of the A. Kimball 
Co., of New York, consultants in e 


marking systems and manufacturers of COMPLETE ACCOUNT 


marking equipment. RECORDS IN ONE PLACE. 


P. E. BEHR has been elected secre- e 


tary of the Alabama Gas Corp., Bir- CAN PROVIDE DUPLICATE 
mingham, succeeding the late R. C. COPIES FOR SECURITY. 
Wirtz. e 


MRS. DOROTHY B. KOSTER has BETTER BUSINESS RELATIONS 
been named personnel director of the 
Clerical Division in Manpower, Inc’s 


Chicago office, moving from a similar | the lan villi nF practical... 
post in the Milwaukee office. ~ D 
CHARLES M. SKADE has been ap- | 


pointed controller of the American | 
Management Association. Mr. Skade 


formerly was assistant controller of | 
S. H. Kress & Co. WRITE FOR Le? chute cCoRnPoRATION 


COMPLETE CEDAR RAPIDS. IOWA 


se send com 


JOHN F. McGOVERN, comptroller, | information on SHORT CUTS BOOKKEEPING 


Gray Mfg. Co., has been elected secre- | 
tary of the Hartford Control of the | | 
Controllers Institute of America. 


CLARENCE B. REX has been elected 
controller of U. S. Industries. 
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How to find the hidden “plus” in 


your business machines 


Take the matter of inked ribbons, carbon papers, 
and duplicating supplies. If these do not live up to 
the mechanical demands of your business machines, 
how can they deliver their best? 


A legion of shrewd businessmen know the an- 
swer to this question. They have found the hidden 


“‘plus”’ in their business machines. 

They use Roytype business supplies, made by 
Roytype, a department of Royal Typewriter Com- 
pany. Listed below are some inked ribbons and 
carbon papers. They can save you money ... pro- 
duce better work . . . help you get it out faster. 


INKED RIBBONS 


typewriter tabulating 

adding machine checkwriting 

‘‘Addressograph”’ eradicator 

hectograph photostat 

““Duplimat”’ blueprint 
transfer posting 


CARBON PAPERS 


typewriter colored carbons 

pencil carbon rolls 

special carbons for carbon ribbons 
reproducing machines register rolls 

spirit duplicating carbon binders 

gelatin hectograph billing carbons 

unit masters bookkeeping machine rolls 


Mimeograph supplies . . . type cleaner . . . spirit fluid . . . dust covers. . . 
hand cleaner . . . Pedestaleg®. . . typewriter pads . . . brushes 


OYA ® Call your ROYTYPE Representative... 


Look under ‘“T ypewriter 


Roytype,® 


Supplies” in the classified telephone directory 


a department of Royal Typewriter Company, division of Royal McBee Corporation 


For More Information Use Readers’ Inquiry Coupon on Page 78 OFFICE MANAGEMENT 


\F t : , 
ina oY 
ik? by. 
if : 
ia i 
ys 
iB f 
ite 2 
i ; 
| - 
.. - 
‘ 
3 &. > PT. ne 
0 heyy et oP = ee 
ieee: oe TERE IO 3 Ee —— ; 
4k 4 ee i, hg z Toe Bar \ Se ee Sa 
i SOR fe Rx ig 2 y . a : i : : > oe 
| ee t : m £ a. j -¢ ‘ * at +4 7 43 
ie aoe PE le a oe oe a | 
: F i. 3% 2 a 4 pe . > act» a. OP _ or a 
if ¢ ge SS A ye ee “"e Se re Sa ae 
| i jg Aas gong Se ho a 
a ; : - *s ee . * : y “ A a 
| ‘ at Ph ty bose so * ti fa a* 4 : OO” =~ ae > 
} % Be Be eer = £ - v9 3 a 
“ ; : f ‘ : . 
} i" <> (oe > - a 
ii ,” ¢.. ~? <n ‘ ~ ; P ” we 
| $ - a . x , L + rae 5 2. é ‘a _ * 7 
aa ee 7 Ee a ‘ bs a “ \ a P *< 
= «A Fae bent? 4 “ 3, 
= y o : we " . : at 
se a Bos ie m4 H 
erect « Se ¥ a ee eB “ey Ad - 
a e 4 ; 2 ee . 
Bea — — . 
} i =e a a - Sd Jal —. =a 
i a | ROOT ee é 
4 ; ” ae 4 Eee Pa ge hy a TI, “4 
Ps, : a es es ; 4 ne oid ‘ 
, ~ ae Qe a * ee we i ~ : —_— ~ ‘ q sg . | 
ae + +4 q 4 = 4 ae i 4 “ 
| , : : i, ; ee 4 Ae PE al : 3 
. : Die 4 * fs : i 4 ae , ines Tew 2" ~ - . 
: Wwe ek . “7 — = ».% x m1 . 
4 — — bs i — a 
¥ - nf  —_—_- * Rh: ee = * 
‘soe = a a 
: ee WS —- = 
ee — CC a 
“PS a . cae, ee % d = ~ 
é ei. ats a * ae an ee \ a pha f 2 
is. . 4 get. os e a % cgi 
i . oe ’, > Z P ” » ag 
il 5 .# ig, is 3 5 Ps . hs fk 
| oe Bes re 4 = ae 
Lt ee (a pt ee ~ — 
di a . . 
| a _ Ee A Bae a? = 
‘ : is i:  « 
as oe ‘ eS 
whe: ‘ ‘ete ary, 3 Beg 
» . ee te Pusey ‘ Kae 
F . dias oe %, “ ——-" ? 
é ; aS ian >, 
: * 4 
al ne ee 
{ 
: | ee 
: ee ee 
ks | 
: } 
= 
| 
RWS 
Sy 
ed Re 
ot he 
a 4 eS 
ry * 
yn ie 
ks 
- ) ie Pi - - if ‘ i . > ime be 
; See ) , on ad a awe  —— — 


Coming Events 


Railway Systems Meeting. 
Chicago, December 6-8. 
Sponsor: Railway Systems and Pro- 
cedures Association. Place: Morrison 
Hotel. 


Electronic Data Processing Seminar. 
Cambridge, Mass., December 12-16. 

Sponsor: Massachusetts Institute of 
Technology. Place: Massachusetts In- 
stitute of Technology. 


Operations Research Symposium. 
Philadelphia, December 14. 

Sponsors: Philadelphia Section, I.R.E.; 
Delaware Valley Section, Society for 
Industrial and Applied Mathematics; 
Professional Group of Engineering 
Management, I.R.E. Place: Univer- 
sity Museum, University of Pennsyl- 
vania. 


Conference, “Practical Utilization of 
Recorded Knowledge.” Cleveland, 
January 16-18. 

Sponsor: Western Reserve University. 
Place: Western Reserve University. 


AMA General Management Confer- 
ence. San Francisco, January 24-27. 
Sponsor: American Management Asso- 
ciation. Place: Hotel Fairmont. 


Executive Development Course. 
College Station, Texas, January 29- 
February 18. 

Sponsor: Agricultural and Mechanical 
College of Texas. Place: Agricultural 
and Mechanical College of Texas. 


OMAC Business Show. 

Chicago, February 12-15. 

Sponsor: Office Management Associa- 
tion of Chicago, Place: Conrad Hilton 
Hotel. 


1956 Conference on High-Speed Com- 
puters. Baton Rouge, February 15-17. 
Sponsor: Louisiana State University. 
Place: Louisiana State University. 


AMA Personnel Conference. 

Chicago, February 15-17. 

Sponsor: American Management Asso- 
ciation. Place: The Palmer House. 


Seminar, “Electronics for Business.” 
Milwaukee, February 16. 

Sponsors: Milwaukee Chapter, Sys- 
tems and Procedures Association of 
America; Marquette University. Place: 
Marquette University. 
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THE STORY beginning on page 
18 in this issue describes a confer- 
ence held last month which we feel 
was unusually important for many 
reasons. The conference considered 
various phases of office automation. 
That is not in itself unusual. What 
was unusual was the audience for 
which it was deliberately designed. 
“Automation for Senior Officers,” 
was the conference title, and that 
meant just what it said. To quote 
from the brochure describing the 
conference sessions: “The Confer- 
ence is designed solely for Senior 
Officers who determine policy with 
regard to automation.” 


THAT was the purpose. The con- 
ference drew the management level 
designated. And this conference was 
concerned solely with office automa- 
tion. It seems to us the most vivid 
proof of a thesis we have often 
advanced in these pages: that the 
office, for so long the stepchild in 
the company picture, is now a mat- 
ter of extreme concern to top man- 
agement echelons—both because of 
its rising costs, and management's 
growing recognition that a com- 
pany’s welfare depends in a very 


real sense just as much on the speed 
and accuracy with which the office 
does its work as it does on efficient 
methods on the production line. 


MOREOVER, we think the confer- 
ence was important because of its 
content, and the overriding theme 
that came through so strongly—that 
automation is a system concept rath- 
er than strictly a machine concept; 
that the principles of automation 
are as applicable to the small office 
that could never even consider elab- 
orate machinery, as they are to the 
giant corporation, which can em- 
ploy a battery of electronic data 
processors. It’s a point that’s been 
made before, and been made often, 
but that can’t be overstressed. Auto- 
mation can be achieved in the small 
office just as surely as it can in the 
large. The principles of achieving 
it are the same in each. It is only 
the means—the machines, the 


“hardware”—that differ. 


(Robe tM SHH 
Editor 
Robert Beeman, Associate Editor 
Thomas V. Murpry, Editor-in-chief 
Geyer-McAllister Publications 


1956 British Industries Fair. London 
and Birmingham, England, February 
22-March 2 and April 23-May 4. 

Sponsor: British Industries Fair Ltd. 
Places: In February, Earls Court, Lon- 
don. In April, Olympia Hall, Lon- 
don (office and other equipment) and 
Birmingham (heavy industry). 


AMA Insurance Conference. 

New York, May 9-11. 

Sponsor: American Management Asso- 
ciation. Place: Hotel Roosevelt. 


IASA Insurance Conference. 

New York, May 20-21. 

Sponsor: Insurance Accounting and 
Statistical Association. Place: Hotel 
New Yorker. 


NOMA International Conference and 
Exposition. Philadelphia, May 20-24. 
Sponsor: National Office Management 
Association. Place: Convention Hall, 
Commercial Museum. 


AMA General Management Confer- 
ence. New York, May 23-25. 
Sponsor: American Management Asso- 
ciation. Place: Hotel Roosevelt. 


37th Annual International Cost 
Conference. Chicago, June 24-27. 
Sponsor: National Association of Cost 
Accountants. Place: Conrad Hilton 
Hotel. 


To our readers: 


Office Management receives many 
requests to run announcements of 
conventions, conferences, and special 
events in the “Coming Events” col- 
umns. Unfortunately, a certain 
amount of this information reaches us 
too late to be included. As a guide to 
those organizations offering programs 
that would be of interest to our read- 
ers, we suggest that any such an- 
nouncements be submitted at least 
one month before publication date. 


The Editors, 
15 


et 
i 


fl 

alii rf 
Pp ad . ta 
SE =a E24 with the EDITORS| 

‘i 

: 

‘we 

: . ae | | 
| a 2 
— 


cat 


Be ’ i H 

om @6=-: you'll find GLOBE-WERNICKE office equipment everywhere ! 
Globe-Wernicke’s Safeguard Filing System, Tri- | When housed in famous Globe-Guard Filing Cabi- 
Guard Principle and Globe-Guard File Cabinets nets, Safeguard and Tri-Guard attain their fullest 

% comprise the most advanced filing accommoda- _ efficiency because these cabinets incorporate every 

ie tions in America today. Safeguard employs vari- conceivable feature for easy operation, long life 
ous guides, tabs and colors to effect the logical . and highest efficiency. And isn’t it remarkable 
order and instant recognition so necessary for _ that all this “workability” is wrapped up in such 
quick, easy filing and finding. This exclusive handsome units! 
system works best with Globe-Wernicke’s proven Your Globe-Wernicke dealer will be glad to dem- 
three-point principle of file folder support—Tri- onstrate all of these products. He’s listed in the 
Guard. Tri-Guard keeps file contents in an orderly “Yellow Pages” of your phone book under “Office 

position with ample working space at all times. Equipment.” Or write us direct. 

GtLoBpe-werR N Cr Ee 
CINCINNATI 12, OHIO 
Naa MANUFACTURERS OF THE WORLD’S FINEST OFFICE EQUIPMENT, SYSTEMS, FILING SUPPLIES AND VISIBLE RECORDS 


16 For More Information Use Readers’ Inquiry Coupon on Page 78 
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“Neither snow nor rain—” 


“A STEADY WORKER”—a label a bit old-fashioned perhaps, but still con- 
spicuously appropriate to the average man or woman making up the office 
task force. “Loyal” and “faithful” are two other words also applicable here. 


Office people stick to the job in a way that makes for envy in m*ny another 
field. 


People who work in the office are steady, loyal, and faithful because the 
office—more than any other place of labor—offers opportunity. The modern 
office is not a static area where yesterday, today, and tomorrow are always alike. 
Increasingly, and at an accelerating pace, the office presents a challenge, and 
is steadily increasing its sharpness in recognizing ability to meet that chal- 
lenge and the necessity of giving material recognition to that abilitv. Ways 
up are kept clear; individual ability can reach its maximum level of perform- 
ance and reward in a minimum of time. And even this far away from the 
age of romance, office boys can still become presidents! 


The quiet course of employer-employee relations in the office field is one 
of the reasons why the American office sets the pace in all phases of office 
accomplishment. For this credit must be given to the people comprising the 
office force as a whole. But it must be given too, in a big way, to those who 
concern themselves especially with what must now be called the science of 
office personnel administration. 
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PLANNING FOR automation is more 
important that the “hardware” eventu- 
ally bought to achieve automation, 
speaker after speaker cautioned 250 
selected top executives attending an 
“Automation for Senior Officers” con- 
ference conducted by the University of 
Chicago Jast month. 

The conference, the first on office 
automation to be held exclusively for 
company officers of the top rank, was 
held at the Hotel Shoreland, Chicago, 
November 14 and 15, under the aus- 
pices of the University College. 

Themes for the various sessions of 
the conference were: Monday morn- 
ing, November 14, “What is Auto- 
mation and What Will It Do for the 
Processing of Business Data?”; Mon- 
day afternoon, “Development of Polli- 


Major office automation 
meeting held in Chicago 


University of Chicago sponsors 


first automation conference ever 


held for top officers only 


cies Concerning the Effect of Auto- 
mation Upon People”; Tuesday morn- 
ing, November 15, “Development of 
Policies for Converting to Automa- 
tion”; and Tuesday afternoon, “Data 
Processing Automation for Your Own 
Business.” 

In the keynote speech of the con- 
ference, Robert M. Smith, editor, 
Office Management, struck the theme 
that was to be heard again and again 
during the two-day meeting: auto- 
mation is a way of doing things rather 
than a matter of any particular equip- 
ment. 

“Automation is still the darling of 
the manufacturing world, the dimly 
acknowledged in-law of the office,” 
he told the group. This comes about, 
he went on, because of a confusion in 


Conference attendance was limited to 250 registrants 


the equating of office and factory. Both 
turn raw materials into finished pro- 
ducts but the factory emphasis on 
automation depends mainly on new 
machine developments, whereas the 
office emphasis on automation depends 
mainly on new systems applications. 

He illustrated his point by empha- 
sizing that integrated data processing 
was the basis of office automation, 
and illustrating how integrated data 
processing could be achieved in an 
office with no machines at all, simply 
by forms revision. 

Not only are the bases of automa- 
tion different in office and factory, 
Mr. Smith pointed out; the results are 
different. The prime goal of factory 
automation is more efficient produc- 
tion at lowered. costs. No new pro- 
ducts will necessarily result from auto- 
mation in any given factory. 

The office case is different, he con- 
tinued. The office, since it must deal 
with more exceptions from the rou- 
tine than the factory, will always be 
more dependent on people than the 
factory, even under automation. But 
the office will be able to create new 
products under automation, he em- 
phasized. 

“The office can extend its scope 
under automation,” he went on. “It 
can furnish new clerical products 
through automation. It can give op- 
erating reports based on current in- 
formation, rather than past informa- 
tion, because of the greater speed of 
data processing made possible through 
application of the basic principles of 
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automation. Such reports can be a 
firmer guide than ever before for man- 
agement thinking and management 
planning. They can eliminate much 
of the intuitive, seat-of-the-pants type 
of planning that has been the only 
sort possible in the past. 

“Thus, through offering the office 
the possibility of processing its regu- 
lar work faster and more accurately— 
both possibilities inherent in the auto- 
mation of the great mass of repetitive 
work that is the major load carried 
by every office—a new dimension 
opens before management personnel. 
This is the creation of new operating 
information—much more timely and 
vital operating information—on which 
to base future management planning.” 

Automation can increase tenfold 
the efficiency of the office’s day-to-day 
tasks, and at the same time open whole 
new worlds to the office in its role as 
the nerve center and planning head- 
quarters of all the company’s opera- 
tions, Smith told the group. 


“Computers are only machines” 


“The computer is just another ma- 
chine,” he went on in emphasizing 
that system design, rather than any 
one machine or group of machines, 
is paramount in office automation. 
“It is a very much more comprehensive 
machine than any other in the galaxy 
of equipment available for office auto- 
mation. It is still a machine which is 
not intrinsically essential. It is only 
essential in a system that requires it. 
It may give magnificent results in 
one office. For another office, an 
equally good, equally resultful sys- 
tem may not involve a computer at 
all. In certain very small offices, a 
computer may not only be economic- 
ally wasteful; it may actually hinder 
the flow of work.” 

Following the opening talk by Mr. 
Smith, a film, “How Electronic Com- 
puters Work”, was shown. 

The second speaker of the Monday 
morning session, John A. Higgins, 
partner, Arthur Andersen & Co., 
Chicago, talking on “A Brief Apprais- 
al of Electronics for Business”, de- 
clared that electronics for business, 
“before it. is an established fact, will 
have gone through six separate and 
distinct stages of evolution: 

“I. The hysterical era. 

“2. The negative or do-nothing era. 

“3. The initial surge or follow-the- 
leader phase. 


DECEMBER 1955 


Among the speakers were: 


George H. Daigneault, University of Robert M. Smith, Editor, Office 
Chicago, Conference Moderator Management magazine, New York 


* 
e 


John Higgins, Partner, Arthur Ralph W. Fairbanks, Fairbanks 
Andersen & Co., Chicago Associates, Greenwich, Conn. 


Professor V. Donald Schoeller, Ewan Clague, U. S. Commissioner 
University of Pennsylvania of Labor Statistics 
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Professor Edward L. Wallace, 
University of Buffalo 


Dr. Arvid Jacobson, Computation 
Laboratory, Wayne University 


“2 


Gordon R. Corey, Vice President 
Commonwealth Edison Co., Chicago 
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“The office . . . brain, memory, and nerve center of the 


“4, The period of critical re-evalua- 


“5. The prove-out period. 

“6. The band-wagon era.” 

Electronic devices were oversold 
when they were first introduced in 
the “hysterical” era, Mr. Higgins de- 
clared, and this, plus the fact that the 
devices were primarily for scientific 
rather than business use, led to the 
“do-nothing” era. With the develop 
ment of computers useful in business 
operations, and the installation of these 
computers by a few leading companies, 
the third phase began. This was 
characterized by an increase in orders 
for computers and the number of firms 
engaged in building computers, Mr. 
Higgins continued, leading in turn 
to a reaction—the fourth phase, the 
period of critical re-evaluation. 

The pioneer companies that first 
installed computers found that a great 
deal more preparatory work was 
needed than had been anticipated, he 
recalled, and the companies that had 
rushed into the manufacture of com- 
puters paused to learn just what type 
of computer would prove most mar- 


ketable. 


Prove-out period imminent 


The last two stages still lie in the 
future, Mr. Higgins said, predicting 
that the “prove-out period” will take 
place mostly in 1956 and 1957, and 
possibly 1958. 

“If this prove-out period bears out 
the belief that the operations research 
type of application is the one that 
really pays off, I think it will be the 
start of the next stage of our evolu- 
tion which is one that I have labeled 
as the period of frantic rush to get on 
the bandwagon. 

“Based on our experience to date,” 
Higgins continued, “we firmly _be- 
lieve that computers will prove out 
during this period, and we think it 
behooves every company which at the 
present time is of sufficient size to 
warrant mechanization under present 
techniques and methods such as 
punched cards, to make every effort 
to train its people in the techniques 
of this new science. The problem 
that will confront companies during 
this grand rush era will not be so 
much a matter of shortage of equip- 
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ment (although this may very pos- 
sibly occur) as a shortage of trained 
personnel to apply the electronic data 
processing equipment to the particu- 
ular business problem.” 

Higgins emphasized the importance 
of recruiting the highest type of per- 
sonnel possible for electronic data pro- 
cessing installations. 

The third speaker of the morning 
session, Ralph W. Fairbanks, of Fair- 
banks Associates, Greenwich, Conn., 
discussing “Automation and the Pro- 
cessing of Business Data”, defined 
automation as a “production system in 
which all human repetitive and—as 
far as possible—control effort is re- 
duced to the lowest possible minimum. 


“In the factory, this usually means 
replacement of human effort by ma- 
chines”, he said. “In the office, we 
have very much the same flow pattern 
we do in the factory. Certain raw 
material enters the office and is pro- 
cessed there into various finished pro- 
ducts to serve management needs. In 
the office the basic raw material is in- 
formation.” 

The office is “the brain, the mem- 
ory, and the nerve center of the com- 
pany,” Fairbanks continued, and_ its 
single main purpose is to process all 
information into the forms best suited 
to management needs, to do it as 
quickly as possible; and to do it ac- 
curately. 

“If we can increase the speed of the 
flow of information through the office 
while simultaneously reducing to a 
minimum the amount of human ef- 
fort and time needed to maintain that 
flow, and do this without sacrificing 
accuracy or any of the end products 
for which the information is processed, 
we are achieving the major conditions 
of automation,” he declared. 

Integrated data processing achieves 
precisely these aims, Fairbanks con- 
tinued, and it is applicable to every 
company large and small. 

“Integrated data processing is a sys- 
tem concept,” he declared. “It may 
employ no machines, it may employ 
some machines, it may employ fairly 
elaborate and expensive machines, 
but only when the flow of work makes 
use of such machines economical for 
a given office.” 


He illustr-ted his point by discuss- 
OFFICE MANAGEMENT 
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Monday evening was devoted to an informal question and answer session 


ing how the integrated data process- 
ing principle had been achieved in 
four companies of very different sizes; 
the Gage Publishing Company, which 
employed no equipment more elabor- 
ate than a photocopier and edge- 
notched cards; the Readers Digest, 
which used punched paper tape and 
tabulating cards; the Aluminum Com- 
pany of America, which employed 
punched paper tape to activate ma- 
chines in sequence, and for instantane- 
ous transmission of data over great 
distances; and Sylvania Electric Pro- 
ducts, Inc., which used a leased wire 
network connecting its major plants 
and offices to a specially constructed 
data processing center at Camillus, 
New York, where an electronic com- 
puter resolves the flow of informa- 
tion from all sources into the reports 
and operating information needed by 
management. 

Each of the offices, he emphasized, 
has achieved a high degree of auto- 
mation, even though the equipment 
used ranges from very simple units 
at one end of the scale to the most 
intricate business machines made at 
the other. 

Discussing how an office can de- 
termine the appropriate machine level 
for its program of automation, Mr. 
Fairbanks said: 

“A universal rule could be used 
when any machine installation is be- 
ing considered—a rule that could al- 
most be expressed as an equation. If 
the cost of mechanical hours for per- 
forming a particular procedure or 
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complex of procedures is considerably 
less than the cost to the company of 
the manual hours involved in_per- 
forming these procedures, then the 
machine or machine system is usually 


* justified. 


“We generally believe,” he con- 
tinued, “when it is a question of buy- 
ing machines rather than renting 
them (in that case costs can be com- 
pared on a direct month by month 
basis) that savings in the cost of 
manual hours achieved by machine 
installation must be enough to offset 
the entire capital cost of the ma- 
chines as well as conversion costs, in 
a two-to four year period. If amorti- 
zation will take more than four years, 
purchase of the machine is usually 
not justified.” 


System must precede mechanization 


The fourth speaker, Dr. Leslie G. 
Peck, of Arthur D. Little, Inc., Cam- 
bridge, Mass., discussed solution of 
problems by machine and emphasized 
that often even very complicated prob- 
lems can be solved without the use 
of computers if a number of simple 
alternative approaches are tested first. 

“There is nothing magic nor panacea- 
like in the mere names of electronic 
systems and computers,” Dr. V. Don- 
ald Schoeller, Wharton School of Fi- 
nance and Commerce, University of 
Pennsylvania, assured the audience in 
the last speech of the morning session. 
Echoing the same theme that had 
been emphasized by other speakers 
during the session, Schoeller said that 
no new development in office equip- 
ment should be considered by any 
company without a thorough and 
searching analysis of its systems, pro 
cedures, clerical costs, and other special 
problems. 

“The equipment itself is merely 
the means and the too! which is used 


to accomplish the end,” Schoeller con- 
tinued, 

He also declared that much of the 
savings attributed to machines in an 
automation program actually stem 
from systems improvements made in 
preparation for use of the machines 
rather than from the machine installa- 
tion itself. Such system savings often 
run as high as eighty per cent of the 
savings attributed to automation, he 
declared, even though they are achieved 
by the classic techniques of work 
simplification and system improvement 
before a single new machine is in- 
stalled. 

“We may draw the conclusion here 
that when top management has mere- 
ly expressed a wish to investigate the 
potentialities of automation that the ne- 
cessary investigation starts chains of 
reactions that, properly handled, bring 
about major savings and cost reduc- 
tions,” he declared. 

At the luncheon meeting on Mon- 
day, Morris H. Hansen, assistant di- 
rector, Department of Commerce, dis- 
cussed the “Potentialities and Prob- 
lems of Electronic Data Processing”, 
in terms of the Census Bureau's ex- 
perience with various electronic pro- 
cessors. 


America’s aproach to an economy 
of abundance, and the consumer’s 


apparently unlimited ability to ab- 
sorb any amount of production, create 
an atmosphere favorable to the most 
rapid technological advance, Ewan 
Clague, Commissioner of Labor Sta- 
tistics, said in the first talk of the 
afternoon session. Discussing, “How 
Necessary is Automation for Amer- 
ica?” Clague said that the impact of 
automation will put a high premium 
on education, will call for the crea- 
tion of many new skills, and will also 
create some amount of displacement 


(To page 45) 
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Here they are— 


the nation’s top new offices— 


“Office of the Year” 
Award winners—1955 


Se eGne ? 1 || “ ~~ ' 
. siete 2 : i} j ‘ , +¥ y Sy 5 
~—_ Bi —— Ba a TT 
bas: ° + S . e 


Hh 
ie! oS Be jae tee fl * i ps ws 


> aay <a — si 
Office of the Year (for offices designed for 500 or Award of Merit (for offices designed for 500 


more employees): Prudential Insurance Company’s or more employees): Republic National Bank 
new Mid-America Home Office, Chicago, III. of Dallas, Dallas, Texas. 


a? ~ 


Award of Merit (for offices designed for 500 or more employees): Atlas Powder 
Company, Wilmington, Del. 
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Here are the six offices chosen 
as America’s best for 1955. This 
year is notable in that it makes 
the first time top award winners 
in the under and over 500 em- 
ployee categories have both been 
located in any one metropolitan 
area outside New York; a signifi- 
cant indication of Chicago’s dy- 
namic business growth. 

Full picture stories on each 


of the Award-winning offices will 
appear in the January Yearbook 
issue of Office Management. 


DECEMBER 1955 


Award of Merit (for offices designed for up to 500 employees): Manufacturers 
Trust Company’s new Fifth Avenue Offices, New Y 


Award of Merit (for offices designed for up to 500 employees): International 


Brotherhood of Teamsters, Washington, D. C. 
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Part 2— 


AMA 


Develop executives as individuals, not mere replacements, Elles Derby urged 


Quarter-billion 


rasted annually 


on paperwork, AMA hears _ 


“Question girl” picks up a 


query to be answered by speaker 


United Air Lines’ techniques of 
sampling and accounting by ex- 
ception outlined at AMA’s fall 
office management conference in 
New York— 


AMERICAN INDUSTRY probably 
wastes more than one-quarter of the 
billion dollars it spends each year on 
paperwork, the first speaker on the 
opening day of the American Man- 
agement Association Office Manage- 
ment conference held in New York in 
October told executives attending the 
three-day meeting, at the Hotel Statler. 

Hal E. Nourse, vice president-econ- 
omic controls, United Air Lines, said 
that his concern is using sampling in- 
stead of all-out accounting, account- 
ing by exception, and operations re- 
search techniques to help cut paper- 
work costs. 

For example, he continued, United 
no longer requires 100 per cent ac- 
counting on interline ticket balances. 
Other airlines’ billings for their part 
of a multi-line trip are now based on 
a sample of approximately ten per 
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Final luncheon speaker was Saul M. Silverstein (left) shown here with AMA 
president, Lawrence A. Appley 


cent of the tickets. Tests have shown 
that the sampling results differ from 
precise results over a six months’ peri- 
od by only one-twentieth of one per 
cent. 

Sampling is also used to prepare 
a daily profit and loss statement for 
management at United, Mr. Nourse 
declared. Selected representative sta- 
tions along the airline’s routes each 
day send in wired code reports which 
are used to prepare the estimated 
daily profit and loss statement before 
ten each morning. Variation between 
the estimates and complete final 
figures at the end of the month usually 
is two per cent or less, he reported. 

Accounting by exception is being 
applied in payroll reporting, Mr. 
Nourse said. Now United requires 
hours worked to be reported only if 
they vary from the standard. 

Although cost reduction is a funda- 
mental objective of office mange- 
ment, equally important, according to 
Nourse, is a whole attitude of ser- 
vice toward top management and 
other departments. 


Organization creation described 


The second speaker on the opening 
day, Robert E. Shull, Administrative 


Manager, Fine Chemicals Division, 
American Cyanamiid Company, de- 
scribing his new division’s experience, 


DECEMBER 1955 


said that one great advantage in 
building an organization from scratch 
comes in the opportunity it gives to 
work out the most efficient grouping 
of functions. 

Saying that his division’s General 
Manager had specified creation of the 
post of Administrative Manager, to 
be responsible for everything “not 
specifically sales, technical, or pro- 
duction,” Mr. Shull declared that re- 
sponsibilities now falling to him in- 
clude products, control, services, and 
other administrative functions. 

“Other administrative functions” 
according to Mr. Shull, underline the 
distinction between divisional and cen- 
tral staff responsibility. In his com- 
pany, the administrative manager’s 
staff develops procedures that are re- 
lated only to the division, related 
standard instructions, and rough 
drafts of related forms. Issuance of 
standard instructions, and final pre- 
paration of the form is a function of 
the central procedures department. 

Mr. Shull stressed that no organi- 
zational plan is directly applicable out- 
side the company in which it is de- 
veloped, but said that certain basic 
principles always give good results. 
Some of these are: 


1. The use of an independent body 


to correlate diversified interests. 


2. Assigning related functions to 


one person in order to fecus definite 


Frederick A. Long answers an audience 
question at Wednesday session 


responsibility and authority. 

3. Assigning functions to individ- 
uals most interested in them. 

4. Assigning administrative func- 
tions to an independent body to avoid 
diverting operating attention from the 
operating functions. 

5. Applying the “states right” con- 
cept to operating divisions, and 

6. Giving preference to local rather 
than absentee supervision and direc- 
tion. 


Records management programs 


After the speech by Ralph A. Martin 
on clerical costs savings (reported in 
the November issue), three speakers 
discussed their companies’ experience 
in achieving a “New Look in Records 
Management.” 

Herbert B. House, supervisor, office 
services, Chance Vought Aircraft 
Corp., Dallas, Texas, told the group 
that his company has organized a 
records management program which 
is as “complete and effective as the 
forces organized to produce the paper- 
work.” The program permitted the 
release for re-use last year of 425 four- 
drawer filing cabinets, and the destruc- 
tion of 1600 boxes of records. 

Personnel in charge of records mran- 
agement at Chance Vought jare di- 
rectly responsible to top management, 
Mr. House said, terming this a “basic 
requirement” for an effective pro- 
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Communications depend on spirit, not media 


gram.. A records retention committee 
has been formed, and this committee 
includes representatives of the ac- 
counting, legal, engineering, and gen- 
eral administration departments. Files 
and records are reviewed once a year, 
and each department is required to 
examine each of its file folders, and 
report on the nature of the contents, 
the space occupied, the period covered, 
and the number of years required for 
internal use. 

A centralized records center will cov- 
er its initial and operating costs in sav- 
ings, Daniel J. Olsen, comptroller and 
treasurer, M. W. Kellogg Co., Jer- 
sey City, said in continuing the dis- 
cussion on records management. 

Before it established such a center, 
he went on, Kellogg was probably 
wasting more than 65 cents of every 
dollar spent on record keeping. 

The centralized records manage- 
ment program at Kellogg has reduced 
total record keeping 34 per cent, with 
133 tons of paper scheduled for de- 
struction, he declared. Record keep 
ing in the office has been cut 36 per 


cent. 


Control records at source 


The third of the records management 
speakers, Harvey Sherman, manager, 
organization and procedures office, 
Port of New York Authority, warned 
the executives attending the meeting 
that developing a records management 
program outside the framework of a 
complete organization, methods, and 
procedures program can lead a com- 
pany into blind alleys. 

In its proper perspective, Mr. Sher- 
man said, records management is 
only one set of tools available to the 


management analyst for improving 


operations. 

“The emphasis,” he declared, 
“should be on the organization and 
26 


procedure for using the paper—who 
uses it, why, when, where, and how. 
Far more substantial savings can be 
found in attacking the creation of the 
paper—why it is needed, who creates 
it, when, where, and how, rather than 
its filing and disposition.” 

The Port Authority has these major 
components in its records manage- 
ment program, Mr. Sherman said: 

Forms management 

Reports management 

Correspondence management 

Written instructions 

Files processing 

Records retention 

A positive approach is taken to 
forms management, he said, which is 
regarded as a help to departments 
rather than mere forms control. Peri- 
odic surveys of reports eliminate ob- 
solete and unnecessary ones. Corres- 
pondence management has led to use 
of printed acknowledgements to carry 
much of the correspondence load. 

The Port Authority plans in the 
near future to switch from a central- 
ized filing system to decentralized 
operating records units with central- 
ized control. Estimated savings from 
this change will be $40,000 a year. 

“We have consciously broken a 
cardinal principle dear to the heart 
of all records specialists—that the en- 
tire records functions should be un- 
der a single individual,” he said. 
“Responsibility for methods of con- 
trolling creation of forms, reports, and 
correspondence, continuing attention 
to the organization of files, analysis 
and development of files procedures 
and systems, development of perfor- 
mance and equipment standards for 
the files operations, and records will 
be assigned to the organization and 
procedures office; non-analytical func- 
tions such as storage in inactive files, 
microfilming, and audit of files will 


be assigned to a central records ser- 
vices unit.” 

The second day of the conference, 
Tuesday, October 18, opened with a 
talk by Richard F. Neuschel, Princi- 
pal, McKinsey & Co., on strengthen- 
ing and simplifying management re- 
ports (covered in the November is- 
sue of Office Management). 

The second Tuesday speaker, A. F. 
Bortz, assistant secretary, Lord Manu- 
facturing Co., Erie, Pa., warned the 
group to “make haste slowly in set- 
ting up a company procedures man- 
ual.” 

Fourteen advantages of reducing all 
company procedures to writing, Mr. 
Borst said, are: 

1. Procedures manuals formalize all 
company operations. 

2. They smooth communications. 

3, They can be used as training and 
personnel development media. 

4. They clarify or establish policies. 

5. They insure coordination and 
eliminate duplication of effort. 

6. They mean uniform interpreta- 
tion of policy. 

7. They establish reference sources. 

8. They define responsibility and 
authority. 

9. They preserve policies even 
through personnel change. 

10. They strengthen supervision. 

11. They insure work simplification. 

12. They establish control of forms. 

13. They strengthen employee rela- 


14. They establish control points for 
cost analyses. 

Two “absolutely necessary” prere- 
quisites of a procedures manual pro- 
gram, according to Mr. Bortz, are a 
policy manual and an organization 
manual or organization chart. 


Sincerity in icati 


Effective communications depend 
more on the spirit in which they are 
undertaken than on any devices or 
media, Harry D. Kolb, manager em- 
ployee communications division, Esso 
Standard Oil Co., New York, declared 
in the last talk on Tuesday morning. 

“If people feel an honest desire to 
communicate,” he said, “if they sense 
an atmosphere where they can hear 
and be heard, then the right com- 
munications devices will come into 
being naturally and communication 
will become a way of life, not a prob- 
lem. Communications failures usually 
stem from the wrong attitudes, not 


(To page 64) 
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Conferees visit business machines exhibits at the Sheraton-Cadillac Hotel, conference headquarters 


Manual methods still vital 
says SPA speaker 


A year’s experience with an electronic computer, clerical 
incentives programs, communications techniques, operations 
research subjects are also discussed 


(The first part of this report on 
the Systems and Procedures Associa- 
tion conference, held in Detroit in 
October, appeared in the November 
issue.) 


THE SUBJECT of operations research, 


which attracted considerable interest 


DECEMBER 1955 


among the conferees, was discussed in 
two papers presented during the first 
afternoon. R. O. Ferguson, Principal, 
of the Methods Engineering Council, 
Pittsburgh, explained some of the basic 
concepts of the subject in an address 
entitled, “Introduction to Operations 
Research.” 


| | 
| : | ‘ fill 
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The contributions of operations re- 
search to better management, said Mr. 
Ferguson, are evident in at least two 
ways: “(1) The approach and methods 
used are making possible more effec- 
tive use of a firm’s resources, including 
people, money, machines, material, and 
time. (2) The information and the in- 
sight into the cause and effect relation- 
ships of problems that is provided is 
making the executive more effective in 
his position. It gives him answers and 
alternatives that reduce uncertainty.” 


Noting that there have been a num- 
ber of definitions of operations research, 
Mr. Ferguson said it was probably too 
early to say exactly what it is. For the 
purposes of his speech, he described it 
as “the scientific approach to and analy- 
sis of business problems, aimed at pro- 
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viding management with information 
for obtaining most effective overall op- 
eration of the business.” Later in his 
address he szid, “Operations research 
seeks a best overall answer. . . . This 
can only be done by considering total 
or overall operations—not just one 
phase of the operations. The OR goal 
is the same as that of the company— 
the most effective total operation.” 


OR applies science to business 


He traced the development of opera- 
tions research from a point in World 
War II when the assistance of scientists 
was called on to solve several critical 
war problems. The success of applying 
scientific methods to non-scientific prob- 
lems was so marked that applications 
to business followed logically. One 
particular virtue of the operations re- 
search approach, he said, was that “im- 
provement in the use of existing 
weapons and equipment could contrib- 
ute more in a short time than could 
improvement of the weapons or equip- 
ment themselves.” 

Continuing, he said, “You may ask, 
‘How can people trained as scientists, 
research men, mathematicians, produce 
better answers to production, forecast- 
ing and other problems than the men 
who have spent all their lives on such 
work ?” 

“There are a number of answers— 
and perhaps the most significant an- 
swer is the difference in approach to 
the problems. The executive is pre- 
occupied with answers—the OR team 
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Business equipment exhibited included systems duplicators .. . 


with causes. For example, when an 
executive looks at sales figures, he looks 
at them in terms of the success of his 
sales campaiga and its effect on profits. 
By contrast, when the OR team looks 
at these same figures, it seeks some clue 
to the fundamental behavior pattern of 
customers.” ats 

Mr. Ferguson stressed the importance 
of the team approach, for, he said, “no 
one person can expect to be familiar 
with the wide range of analytical tech- 
niques which are available.” 

According to the speaker, certain basic 
characteristics of OR that are of help in 
industry are: “(1) It brings an organ- 
ized approach and attack to problem 
areas—which usually results in a clear- 
er, more precise definition and concept 
of the problem. This alone is worth 
the cost of OR. (2) It brings the team 
approach—involving the use of research 
and management personnel—which acts 
in an advisory capacity. (3) It brings 
tools and methods which in some cases 
are new and in other cases have been 
used with success in the physical sci- 
ences. Of particular interest and useful- 
ness is the model—used to describe a 
real situation and predict answers. (4) 
It brings delegation of the analysis of 
management problems to people not 
responsible for the problem or results. 
It suggests the use of an OR team to 
function as a staff or advisory group. 

“(5) It brings attempts to improve 
the use and effectiveness of present fa- 
cilities and resources first. (6) It brings 
new objectivity, inquiring minds, and 


..- IDP equipment... 


problem-solving abilities, 

“As a result, management is supplied 
with information on which to make 
decisions—including a best answer, al- 
ternative answers, and knowledge of 
what is foregone if less than best an- 
swer is selected.” 

Discussion of the subject was con- 
tinued by Dr. Russell L. Ackoff, Asso- 
ciate Professor and Director of the Op- 
erations Research Group, Case Institute, 
in a paper entitled, “Abstract Tech- 
niques Used by the Operations Re- 
search Team.” 


Overall view stressed by OR 


Dr. Ackoff said that operations re- 
search is characterized by the types of 
problems it tries to solve. In general, 
these involve “interaction of the func- 
tional components of the business.” 
For example, he said, different depart- 
ments in an organization are likely to 
have conflicting views about the de- 
sirable size of inventory—the market- 
ing people would prefer it large, finan- 
cial men would like to keep it low. 
Operations research, however, can ap- 
proach the question from the viewpoint 
of the company as a whole, to supply 
answers that keep all factors in the best 
balance. 

The speaker then proceeded to a dis- 
cussion of the “model,” which he de- 
scribed as one of the most powerful 
tools available to operations research. 
All models, he said, reduce to a set of 
one or more equations which represent 
the basic factors in the problem to be 
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solved. The model incorporates only 
those parts of the problem which are 
relevant, and it is so constructed as to 
make it possible to predict the effects 
of a given course of action. 

The equations are concerned with a 
set of variable quantities, some of which 
can be controlled, while some cannot. 

Models, Dr. Ackoff said, are gener- 
ally considered to fall into six classes: 
(1) planning, (2) allocation, (3) sched. 
uling or sequencing, (4) replacement 
or maintenance, (5) competitive, and 
(6) search or information. Of these, 
the first three were considered of pri 
mary importance. 

He then illustrated the use of the 
model with examples from a_ wide 
range of business problems which can 
be solved practically by means of oper- 
ations research techniques. 

Speaking of how to set up an op 
erations research unit in a company, 
Dr. Ackoff said that “in general a 
team should never consist of less than 
two people.” On the other hand, he 
commented, when there are more than 
five on a team, they tend to get in 
each other’s way. A team can then be 
broken into separate componenrts. 


Management must participate 


Dr. Ackoff stated that when set- 
ting up a team it is important to have 
management’s participation, and that it 
is helpful to organize an operating 
advisory board containing the head of 
the operating section whose procedures 
will be affected by the research. 

A logical place to begin work, said 
the speaker, is in any area in which 
the results can be easily shown in a 
reasonably short time. Production per- 
sonnel, he said, are accustomed to 
thinking in terms of numbers; thus, 
production is a relatively easy area to 
enter with operations research. How- 
ever, in the opinion of Dr. Ackoff, the 
best results are generally obtained in 
other areas, such as marketing. 

In answer to a question from the 
floor, the speaker suggested that while 
the OR team need not have outside 
experts, one member should have had 
training as a scientist, another as an 
engineer. If there is a third, he should 
be a mathematical statistician. 

In an address given in the English 
Room on Monday afternoon, Dr. 
Arvid W. Jacobson, Director of the 
Wayne University Computation Lab- 
oratory, discussed “Training Person- 
nel for Electronic Applications to Bus- 
iness Problems.” 
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. » + auxiliary units used with electronic computers . . . 


Dr. Jacobson said that the main 
roadblock to efficiency today is the 
shortage of qualified manpower. The 
installation of electronic machines in 
the office, he declared, requires more 
decisions than an outside expert can 
make. The user, after all, is the one 
who must pay the bills, and since these 
are usually quite large, high level de- 
cision is called for. This means that 
top management must know some- 
thing about what electronic equipment 
can do. 


While many jobs in the electronic 
age can be filled ably by non-college 
personnel, many of the important 
posts call for individuals capable of 
mathematicai, quantitive, and logical 
thinking. Systems men and others are 
therefore advised to go back and brush 
up on mathematics, which he consid- 
ered a valuabie aid in developing these 
faculties. 

In response to a question from the 
floor on the place of the mathematician 


(To page 38) 
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Have you checked your reports lately? 


You may be appalled if you do. Here’s the story of what 
one office found: 114 reports coming to an officer who 


needed only ten— 


by Leslie H. Matthies 
President, Los Angeles Chapter, Systems and Procedures Association of America 


A COUPLE of years ago Clifford 
Peterson, general manager of a medi- 
um-size manufacturing plant, was 
alarmed by the number of reports that 
were flooding into his office. 

He asked his secretary to keep a 
count for 30 days. She did and a 
month later handed him a list of 114 
different report issues that reached 
her desk within a 30-day period. 

These reports came only from with- 
in the plant. Some reports came week- 
ly. Some even daily. A daily report, 
of course, counted as 23 issues during 
the month. Each weekly report count- 
ed as four issues. 

Manager Peterson's little survey 
was significant. He knew that most 
of the reports were useless to Aim. 
He merely glanced at some. Others 
his secretary filed immediately. He 
found only 10 useful report issues. 
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So Peterson concluded that he was 
getting 104 more reports than he need- 
ed! He asked himself, “Are my subor- 
dinate executives subjected to a similar 
flood of reports?” 

How many reports did the entire 
plant make out? How much time 
went into these reports? How many 
were really useful? Could 90 per 
cent of the reports be cut out? 

Peterson called in Ed Kelly (all 
names fictitious), his systems man. He 
asked Kelly to check into the reports 
problem and come up with the facts. 
How many? How much cost? How 
much use? 

What did Kelly find? 

Just as a basis of comparison, let’s 
look at a few facts about the company 
and its plant. 

The Peterson Manufacturing Com- 
pany employed 2800 people. Sales 


volume ran about 28 million dollars 
annually. To do business, the com- 
pany printed and used 614 different 
printed forms. Its personnel break- 
down went about like this: 


oii a aon ae 350 
(Including Supervisors) 
Direct (Factory) ..... sen a 
Indirect (Office) ....... ate ae 
Plant Supervision and 
Management ........ pai 225 


The company manufactured for 
stock, so its production problems were 
not excessively complicated. However, 
quality was an important factor and 
many of the reports were on quality 
subjects. 

That's a brief summary of the com- 
pany’s status. How tfifany repetitive 
report issues should it take to convey 
data to executives? 200? 250? 

How many separate reports did Ed 
Kelly actually find? He found that 
the entire plant produced 824 differ- 
ent report issues within a 30-day peri- 
od! Kelly measured by “issues”, be- 
cause he knew that each issue is in- 
dicative of a unit of work to pre- 
pare. Kelly found that plant people 
were producing 475 separate reports 


on a repetitive basis. All copies, of 
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all reports, added up to 4,278, or about 
nine copies per report on the average. 

The 4,278 copies sounds bad 
enough, but the end had not yet 
come—one of the reports consisted 
of 32 pages! Others had 20, 17, 
12. The page average was six. 
Multiply this page average by 
4,278 and we find 25,668 pages of 
reports each month! Quite a paper 
mill. Kelly picked five of the reports 
at random and made an attempt to 
find out what it cost to compile and 
issue them. He considered these cost 
factors: 

1. Time to gather the basic data. 

2. Time to compile the worksheets. 

3. Posting time or tab punching 
time. 

4. Transcribing or sorting time. 

5. Time to “comp” or compute the 
figures. 

6. Time to type (or run the data on 
the tabulator). 

7. Time to address envelopes for the 
distribution list. 

8. Time to proof the final copy. 

9. Materials used. 

10. Time for any special reproduc- 
tion (spirit, projection slides, blueline, 
photostat, multilith). 

11. Time for art work on graphs, 
or charts, for visual presentation of 
report data. 

12. Time to handle in the internal 
mail system. 

13. Time for the desk clerk to re- 
ceive. 

14. Time for the recipient to look 
over the report (possibly only to file 
it and throw it away). 

15. Time for the recipient really to 
study the report (in the rare cases 
where he took any action on the basis 


of the data). 
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All of these cost factors didn’t apply 
in every case, of course. 

Kelly determined time costs to the 
nearest 100th of a minute—the usual 
time study measurement. Then he 
multiplied the total time by the pay 
rate of the employee doing the work. 
He next added 50 per cent to cover 
related burden costs, such as supervi- 
sion, expendable supplies, space, heat, 
taxes. 

For example, in one case a typist 
took two hours to type a simple re- 
port and she was paid $1.50 an hour. 
Two times $1.50 gives a direct pay-to- 
employee-cost of $3.00. Kelly added 
$1.50 to cover burden. Thus just the 
single cost factor (one out of 15) of 
typing this one report cost $4.50 per 
issue! 


Costs unexpectedly high 


As he applied all the other cost 
factors, too, Kelly found that his five 
sample reports came out as shown in 
Figure 1. 

This sampling of five reports was 
enough to indicate the seriousness of 
the reports paper mill. Perhaps the 
expenditures could be justified if the 
reports were useful. But most of them 
led to no action—they told supervis- 
ors nothing that really helped them 
run their department. 

Some of the reports went a step 
beyond uselessness. Some were com- 
pletely unintelligible. Only the orig- 
inator understood them. 

Still others that might have 
useful carried information on how 
things stood 60 days before. They 
were merely history—ancient history 
at that. 

As he interviewed a few of the 
supervisors, Kelly found that in many 


been 


cases the man who received a copy 
of the report thought something like 
this: “Well, 7 don’t understand it, 
and J couldn’t use the information if 
I did. However, some of the other 
men on the list undoubtedly under- 
stand it and use it”. 

This proved to be an assumption 
without foundation in fact. In check- 
ing, Kelly found one case when nobody 
wanted the report at all. Yet this 
17-page report was issued each week. ° 
This report had been issued for 60 
weeks (14 months) at a weekly cost 
of $17.92. The only man that thought 
the report was valuable was the man 
who issued it. He had spent $1075.00 
to date for something that was com- 
pletely useless to everybody else. 

The salesmen had to dig up an 
extra $23,000 in sales merely to offset 
the loss imposed by this one useless 
report. 

In another case, Kelly found one 
man who complained that he couldn’t 
“shut off” a useless report. He had 
repeatedly asked the sender to take 
him off the list. But every month, 
that same report came in the mail. 

Kelly went to the man who pro 
duced the report and asked him why 
he didn’t take a man off the list. The 
sender said, “Why, the guy’s silly. He 
can’t do without that information. 
We'll keep on sending him that re- 
port. He needs it.” 

A number of the report creators 
felt that way. They'd say, “How can 
anybody possibly do without this im- 
portant information?” 

If people with this attitude were not 
restrained, they could flood the plant 
with papers they thought important. 

But senders weren't the only guilty 

(To page 72) 
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i 

! Issues No. of Total Cost 
Issued PerMo. Copies Pages Per Issue 

i Report *1 Daily 23 14 2 $ 13.39 
Report#2 Weekly 4 3 1 7.56 
Report#3. Weekly 4 9 12 45.18 
Report #4 Monthly 1 1 5 172.11 
Report #5 Monthly 1 7 1 14.01 
34 21 $252.25 
| Copies Pages Cost 

; Averages for the Samples 6.8 4.2 $50.45 
i 
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Research-editorial section is typical of general office 


“Compact efficiency” is the phrase! 


Careful planning and attention to details bring 
results in the new offices of the Controllers Institute 


CONTROLLERS | CONTROLLERSHIP 


INSTITUTE ‘ 10N 
Ph FOUNDATT 


Reception area strikes streamlined note for new headquarters 


THE NEW HEADQUARTERS of- 
fices of the Controllers Institute of 
America are not large, nor are many 
people employed there. That is no rea- 
son to sacrifice efficiency, in the opinion 
of the management association’s profes- 
sional staff. As a result, the Insti- 
tute’s new Park Avenue offices in 
New York embody many time and 
labor saving devices that a much larger 
office might envy. 

This does not imply the use of 
much elaborate equipment, just the 
application of sound judgment and 
careful thought. Typical of the fore- 
sight that has gone into the planning 
of this small office is the mail separa- 
tion procedure, borrowed from cen- 
tral post offices. The Controllers In- 
stitute office, functioning as it does 
as the nerve center of a busy manage- 
ment association, has a heavy volume 
of outgoing mail each day. In its 
former offices, the conventional sys- 
tem of handling outgoing mail was 
used—departmental secretaries deliv- 
ered mail to the mailroom where it 
was broken down by two mail clerks. 


In the new office, though, each 
secretary deposits her outgoing letters 
in mail slots covering four categories 
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—“Air Mail,” “Local,” “Foreign,” 
and “Out-of-Town”. The separated 
mail can go through the mail room 
much faster; there is less chance of 
error in postage, since the mail has 
been automatically divided into cate- 
gories before it reaches the mail room. 

And, since practically every em- 
ployee in the office has mail to de- 
posit in the wall slots sometime dur- 
ing the day, a further logical out- 
growth of good planning was the 
location of the office bulletin board 
immediately above the letter slots, 


thus ensuring office bulletins and 
news a daily reading. 
File space cut 40 per cent 
The new offices are noticeably 


freer of filing equipment than the 
former headquarters. This again is 
a result of good planning. Six months 
before the offices were transferred to 
‘their new location, a stringent file 
reduction program was inaugurated. 
By the time the move was about to 
begin, estimates of the file space re- 
quired had been reduced 40.6 per 
cent. 

By discarding its old four-drawer 
files, and replacing them with five- 
drawer units, the institute reduced 
floor space required for files—even 
after the 40 per cent reduction achieved 
through file reduction—another 20 
per cent. 

The new offices show evidence of 
good planning in their appearance as 
well as in their working efficiency. 
The secretarial stations adjoining pri- 
vate offices have been carefully lo 
cated to control traffic flow to depart- 
ment heads’ desks, but they have also 
been provided with a generous work- 
ing area that contributes to the gen- 
eral air of space and openness charac- 
teristic of the new offices. 

Color imaginatively used adds to 
the attractiveness of the Controllers 
Institute offices. All walls through 
the office are cafe au lait, except for 
two walls in the lobby finished in 
Egyptian and against this 
background the mist green desks and 
files give a pleasing contrast. Fur- 
ther contrast is given by the use of 


Brown, 


plastic-fibre glass occasional chairs with 
steel desks. 

The old saying that it’s the cob- 
bler’s child that never has shoes is 
disproved in these striking and effect- 
ive offices. Headquarters for a major 
management association, these offices 
look and act their role. 
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for Controllers Institute 


Book-lined walls give conference room attractive background 
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Conclusion— 


The processor must decide: file or destroy 


Effective records control 


begins with records creation 


The creator of records has primary responsibility in 
an effective records control program, but the user plays 
an important part, too. Here’s how he can help— 


by A. A. Deter 


Office Manager, Instruction Material Department, Linde Air Products Co., New York, N. Y. 


(This is the second part of Mr. 
Deter’s article. The first part appeared 
in the November issue). 

The processor has all the responsi- 
bilities of the creator when he too 
issues records or when he uses them. 
Specifically he is accountable for the 
following: 

I. His first responsibility naturally 
must be to consider the incoming re- 
cord in the light of its purpose and im- 
mediate use in his own department. 
During or immediately following pro- 
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cessing of the record he should give 
thought to its value. 

If it has no future importance it 
should be destroyed when he has fin- 
ished reading it and taken whatever 
action is required. 

If it has future value, he should 
make sure that both the title and re- 
tention code are listed and are what 
they should be. These two seemingly 
minor details are the key to future 
storage, finding and delivery of the 
record in the receiving office. 


Titles and codes usually take care of 
themselves when there has been pre- 
vious correspondence, etc. on the sub- 
jects. When they are correct the new re- 
cord is easily and quickly matched 
with existing files. If either is incorrect, 
the error should become evident at 
this time and immediately corrected. 
Where correspondence, reports, etc. are 
received without titles, or codes, the 
processor should assign them before 
releasing the records to the filing de- 
partment. 

II. On new information, the pro- 
cessor’s responsibilities become sim- 
ilar to the creator's insofar as the 
interest of his own department is con- 
cerned. He may not be in accord with 
the writer on the title or the reten- 
tion value used by the latter. In the 
case of retention values, this may hap- 
pen more frequently because of the 
difference in values to each office. The 
receiving office has much more free- 
dom for earlier destruction of records 
than the creating office usually has and 
should make good use of that privi- 
lege. 
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When differences of opinions or er- 
rors occur on titles or retention values, 
other persons involved in the corres- 
pondence should be informed of what- 
ever changes are necessary. This is 
necessary to assure uniformity in filing 
corresponding records at different 
offices. 

III. A third and probably the most 
important responsibility of the pro- 
cessor or user in the records program 
is policing copies. With the free flow 
of copies to one and all, he should 
give thought as to whether or not his 
copy of a fairly well distributed re- 
cord requires retention. 


User free to destroy many records 


As previously stated the office re- 
ceiving records has more freedom for 
earlier destruction of them than does 
the originating office. Many incoming 
records should be destroyed after one 
reading. Others require only a short 
period of retention until instructions on 
prices, routines, and the like are fully 
understood and being applied. Some 
may contain information incorporated 
in releases of more permanent value, 
such as reports, manuals, etc. Even 
the more permanent type of record 
can usually be held for shorter peri- 
ods in receiving offices if they apply 
the principle of the originating of- 
fice’s responsibility for longer retention. 

The really permanent records that 
must be held in the receiving, as well 
as the sending, office should be few. 
This leads us back to the controversial 
subject of copies once more. While 
copies of contracts, personnel records, 
patent matters, litigations and other 
equally important types of records may 
require retention at two or more sep- 
arate points under certain conditions, 
the practice can become loaded with 
abuses. This is particularly true when 
offices not responsible for final action 
on the matters covered by the records 
insist on holding copies just in case—. 
Multiple-copy forms are a fertile field 
for short-term retention in most of 
the receiving offices. A well organ- 
ized and policed records program will 
have adequate provisions for control- 
ling the ubiquitous copy. 

The processor or user of new re- 
cords has a very important part in the 
records control program. He is in the 
best position to slow down or stop 
any onrush of useless paper work to 
the filing department or storage cen- 
ter, when superfluous records get past 
the creator. Working in clese har- 
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mony with the creator, he can lick any 
records control problem anywhere. 


Don’t overlook stenographers’ role 


Secretaries, stenographers and typists 
also have an important role on the co- 
operative effort team. Here is an im- 
portant group that unaccountably has 
been overlooked in records control. 
They are the ones immediately behind 
the creators and processors of records 
and in a position to help them in many 
ways. For example, they can: 

1. Request titles and _ retention 
codes for letters, reports, etc., that 
they prepare, in the event that the 
creator has overlooked this responsi- 
bility. 

2. Be alert to the need for multiple 
titles for letters, etc. covering two or 
more subjects of equal importance. 
Again their assistance would be in 
a reminder capacity. 

3. When multiple titles are given 
for letters, memoranda, and the like 
be sure to prepare a separate file copy 
for each subject involved. When pos- 
sible to do so, they should also send 
a sufficient number of copies of the 
letter, etc. to the office to which it is 
being addressed for the latter’s filing 
needs. 

4. In multiple subject letters, be 
sure to list each subject or customer’s 
name separately. Before releasing the 
file copies, each should be checked 
as to its filing position so that two or 
three do not arrive at the filing de- 
partment at different times, unmarked. 
This makes it all too possible for all 
copies to go into one file. 

5. Remind creators and processors 
of the fact that the records control pro- 
gram has codes that permit immedi- 
ate destruction of unimportant records 
and short-term retention of those with 
limited value, so that all of their re- 
leases are not handled on the basis of 
indefinite retention. 

6. Be alert and aware of the im- 
portance of the part they have in 
records handling. 

Responsibilities in records control 
may seem new to secretaries, stenog- 
raphers, and typists. Actually these 
responsibilities are just a part of their 
job that has existed all along, but has 
never been recognized by manage- 
ment and explained to personnel. When 
the proper approach is used in adding 
this group to the records control team, 
their contribution can be tremendous. 

The filing clerk is the other im- 
portant member of the co-operative 


effort team. She has the anchor posi- 
tion and all the basic responsibilities 
common to any records program. To 
do her part fully, she must also: 

1. Familiarize herself with all phases 
of the records program so that she 
may be of greater assistance to the 
creators and processors who use the 
records and the secretaries and others 
who prepare them. 

2. Consult with others in the re- 
cords program on disposal periods for 
specific types of records so that she 
has a continuous screening and dis- 
posal plan in effect to prevent unne- 
cessary buildup of those records held 
on an indefinite retention basis. 

3. Understand the importance of her 
part in the records program so that 
she will fulfill her individual responsi- 
bilities wholly, offer the utmost in co- 
operation, and not resort to the purely 
mechanical routine of putting away 
or withdrawing papers from filing 
cabinets, 

4. Be the watchdog on records ear- 
marked for transfer from active files 
to staging centers or permanent storage 
points. Through experience, good 
judgment, and that little extra effort 
she can help prevent decisions of ex- 
pedience sending records elsewhere 


that should be destroyed on the spot. 
Added filing responsibilities 


Proper execution of her basic re- 
sponsibilities is also important to a 
good filing program, but is secondary 
to the attributes mentioned above in 
directly controlling record increase. In 
addition to putting records away for 
safekeeping and withdrawing them as 
needed, the file clerk’s basic responsi- 
bilities require: 

1. Keeping her files neat, orderly and 
attractive in appearance so that they 
are an asset to both the operation and 
general appearance of the office. 

(To page 71) 


Appointment of a Records Coordinator 
is often effective 
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Electronic reservation systems for railroads now ready 


coast-to-coast; Pan American will install computer 


Atchison, Topeka, and Santa Fe installation completes 
network; IBM reports increased processor orders 


Nationwide Insurance, of Columbus, 
Ohio, reports that it is “replacing the 
electronic brain with the electronic 
nervous system.” 


The new “nervous system” consists 
of the I.B.M. 650 electronic data proc- 
essor coupled with I.B.M. transceivers 
which permit exact reproduction of 
punched cards between widely sepa- 
rated points by means of electrical im- 
pulses flashed over long distance tele- 
phone lines. 


The data processing flow developed 
by Nationwide will permit regional 
offices in all parts of the country to 
refer to the processor for almost instan- 
taneous computation of premium rates. 

An accountant in New Haven, for 
instance, under the new system, will! 
place a batch of punched cards bearing 
information about local policyholders 
in the New Haven transceiver. The 
information on each punched card will 
be automatically reproduced on an- 
other punched card by the transceiver 
at Columbus, and fed into the 650. 
The 650 will compute premiums due 
from each policyholder, and enter them 
on punched cards which can be put 
on the Columbus transceiver and 
flashed back to New Haven. 


When fully operative, the Nation- 
wide data processor will be able to 
handle easily the firm’s entire auto- 
mobile insurance billing project  in- 
volving two and a quarter million pol- 
icies, according to Edward Shelley, 
head of the Nationwide Electronic De- 
velopment Department. 


Clary offers 1.D.P. unit 


Clary Corporation has entered the 
automatic punch tape field for the first 
time, it was announced recently by 
Hugh L. Clary, company president. 

The company is now producing a 
high-speed automatic tape punch unit 
to be operated in combination with its 
various business machine products, and 
with integrated data processing sys- 
tems employing punched paper tape as 
a “common language.” 
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Computer deliveries rising 

T. V. Learson, IBM vice president 
in charge of sales, reported early in 
October that during the preceding 
ninety days, his company had received 
orders for 34 large-scale 700-series elec- 
tronic data processing systems. Ship- 
ments of this type of machine are pres- 
ently running at the rate of three a 
month, and in January shipments will 
have reached seven a month, accord- 
ing to IBM. Average rental is $30,000 
a month, 

In the intermediate area, 170 orders 
for the 650 Magnetic Drum machine, 
renting at an average of $3,500 per 
month, have been received in the last 
ninety days, Mr. Learson said. There 
are more than 115 already installed. 


Nationwide reservations possible 


The first steps toward establishment 
of a coast-to-coast electronics network 
to accelerate handling of all railroad 
passenger reservations are complete 
now that the Atchison, Topeka, and 
Santa Fe Railroad has signed a con- 
tract for installation of electronic reser- 
vation control equipment, it has been 
announced by the Teleregister Corpo- 
ration, Stamford, Conn. 

The Santa Fe is the first railroad 
serving the Pacific Coast to order such 
equipment, and since two major East- 
ern lines, the New York Central, and 
the New York, New Haven and Hart- 
ford, have also ordered the Teleregister 
Magnetic Reservisor unit, it is now 
possible to coordinate ticket reserva- 
tions from one coast to the other by 
electronics, according to Teleregister. 

The Teleregister equipment will 
keep track, automatically, of all re- 
served accommodations and _ permit 
ticket agents at key traffic centers 
across the country on the three lines 
to determine instantly if space request- 
ed on any one of the three is available. 

As more railroads install the equip- 
ment, the automatic reservation system 
can be extended indefinitely, according 
to Teleregister officers. Circuits al- 


ready blueprinted can also be extended 
to Canada and Mexico to link air and 
surface carriers in those countries. 

The ‘first phase of the Santa Fe in- 
stallation, through which reservations 
personnel in Chicago, Los Angeles, 
Kansas City, San Francisco, and Fort 
Worth will have access to the system’s 
central electronic equipment, will “cut 
from days to seconds the amount of 
time needed to make a typical cross- 
country train reservation,” according 
to Teleregister. 

“Tt will mean that a traveler in Los 
Angeles who requests space from New 
York to Boston, for example, can get 
confirmation of his reservation in little 
more than the time it takes him to 
light a cigarette,” a company spokes- 
man declared. 


PAA to rent IBM 705 


Pan American World Airways plans 
to install an I.B.M. 705 large scale 
electronic data processor at its Long 
Island City offices next spring, the first 
such installation in the air transport 
business, it has been announced by 
John S. Woodbridge, PAA controller. 

Mr. Woodbridge said the reason for 
the installation is that standard ac- 
counting machinery can no_ longer 
handle efficiently the work load repre- 
sented by companies as large as his. 

“To obtain an idea of the problem 
faced by companies like Pan Amer- 
ican,” he declared, “one has to try to 
visualize 144 billion cards. This is 
the number we machine annually. The 
cards are 7% inches long. If laid end 
to end, they would stretch six times 
around the world. A jet transport trav- 
eling at 550 miles an hour would have 
to fly continuously for 13 days just to 
pass over this paperwork. 

The PAA official said that in one 
accounting procedure alone, his com- 
pany could cut processing time from 
750 machine hours with present equip- 
ment to 15 hours after installation of 
the 705. 

“But perhaps more important, we 
will be in a position te mine our rec- 
ords for information that it has never 
before been economically feasible to 
obtain,” he continued. 
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fa ig WITH FURNITURE BY STANDARD 


ROUND THE CLOCK, this versatile new Continental Omega 
Group adapts perfectly to your modern-day executive needs— 
as no other furniture has before! Perfectly because Omega is 
the first really custom-fitted executive furniture. Cabinet assem- 
blies and tops of varying sizes are fitted to your office, large 
; or small. Drawers and accessory units are arranged and 
tailored to your needs. Chairs, desk pads—everything harmo- 
nizes, in design and color schemes of your choice. Result—a 
perfect blending of good taste and efficiency . . . an “Office 
for Living’ you will be proud to show and happy to work in. 


For this and many other “Office for Living’ plans, look up your 


authorized Standard Dealer in the Yellow Pages—or write for 


his name and a free folder. 


THE STANDARD FURNITURE COMPANY, HERKIMER, N. Y. 


' 
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William H. Sullivan Design 


CONTINENTAL OMEGA EXECUTIVE FURNITURE, CHAIRS, DESK ACCESSORIES 
AND COLOR CONTINUITY PLANS ARE EXCLUSIVE WITH STANDARD DEALERS 


SINCE 1886, THE WORLD'S LARGEST MAKER OF EXECUTIVE OFFICE FURNITURE 
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BOARDMASTER VISUAL CONTROL 


Graphic Picture of your operations—spot- 
lighted in color. You see what is happening. 
Saves you time, prevents errors. Simple and 
Flexible. Easy to operate. Write on cards 
and snap in grooves. Ideal for Production, 
Sales, Scheduling, Etc. Made of metal. 


Full Price $4950 with cards 


24-Page BOOKLET NO. G-500 


FREE Without Obligation 


Write for Your Copy Today 


GRAPHIC SYSTEMS 


55 West 42nd @ New York 36, N. Y. 


whatever 
your 
position 


d 


i———t, || You'll save time & money 
by using this 
||| PREG TIOGA 
|| || POOLE? 7 
\| 
t 


\\ 
PAR First time ever, Elbe offers 
a comprehensive FREE 
IDEA BOOKLET! Strictly 
objective, it clearly ex- 
plains when and how to 
use loose-leaf binders. 
This booklet, like all Elbe 
products, is designed to 
mew YORK get results for you. Send 
for your personalized 
free copy today! 


ELBE FILE & BINDER CO., INC. 


America’s Most Complete Source of Loose-Leaf Products & Sales Presentations 
i 


DEPT. FALL RIVER, MASS-L) 


‘SHOWROOM 
411 © 4th AVE. 


For More Information Use Readers’ 
Inquiry Coupon on Page 78 
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SPA conference— 
(From page 29) 


in the company, Dr. Jacobson referred 
to a case in which a company wished 
to solve a series of 50 problems, each 
of which would have required 106 
hours of Univac time. The problem 
was so big it was beyond the scope 
even of a giant computer. However, 
a mathematical approach showed a 
means of simplifying the basic prob- 
lem so that each section could be 
solved in 100 minutes. Mathematical 
reasoning thus made it a workable 
problem. 


Information handling discussed 


Following Dr. Jacobson’s speech, 
B. E. Wynne, controller, Western 
Maryland Railway Co., presented a 
paper on “Information Handling with 
Modern Commuication Facilities.” 

Mr. Wynne suggested that the 
mounting clerical load might lead to 
some internal reorganization in big 
companies. He said, “The mounting 
cost of paper work has been recognized 


_by management. No longer is it just 


a reasonable portion of general over- 
head expense. It has grown to the 
extent that many companies view it as 
a serious operating problem. A num- 
ber of our major corporations have 
generously shared with us their think- 
ing and planning for the cheaper ac- 
complishment of information handling. 
On several occasions, spokesmen for 
these companies with advanced pro- 
grams have ventured the thought that 
a full-scale program of better, faster, 
cheaper information handling must 
lead to the establishment of a new de- 
partment in the company where prac- 
tically all information is received and 
digested, with the results being trans- 
mitted to that segment of the company 
where the data are needed.” 

The speaker raised a question of 
approach: “Does our program reflect 
a careful choice among certain funda- 
mental alternates? Are we going to 
work only in the offices whose payrolls 
are heavy, in the areas where the cleri- 
cal operation is bogging down, or 
where some phase of present opera- 
tions is an obvious target for an ideal 
application of electronic equipment? 
Are we considering the use of elec- 
tronic equipment merely to displace 
present bookkeeping machines or 
punched card equipment? Or, by some 


chance, docs the first phase of our 
work cover a thorough survey of all 
the clerical functions and of all of the 
information handling of our various 
activities such as purchasing, manufac- 
turing, sales, and finance? 

“In other words, have we realized 
that modern communications equip- 
ment is of such tremendous capacity 
that we really must make a long-term 
choice between two lines of attack? 

“Some of us will nibble about the 
edges, probably making spectacular ap- 
plications in particular areas, then 
reaping the satisfaction of having suc- 
cessfully patched the present corporate 
machine. Others of us will take more 
time, use more people, and spend more 
money but may come up with a dras- 
tically new and fresh approach to our 
company’s problem of data process- 
ing.” Mr. Wynne listed four aspects 
of improving communications: “First, 
we should learn how to eliminate un- 
necessary data. Second, we must ar- 
range to control and to limit the flow 
of information. At this point we 
should have both broad diagrams and 
specific charts of the flow of informa- 
tion in our company. Third, we should 
learn how to measure the volume of 
information to be transmitted, for this 
will tell us the order of communicating 
machines and channels which we will 
need, 


Proper equipment required 


“Fourth, we will search for equip- 
ment available on more than one basis 
—purchased, leased, or supplied by a 
public utility. Our choice among these 
will have to balance occasional su- 
perior production rates against our 
best estimate of obsolescence. Having 
selected the equipment, we will re- 
diagram our company’s problem on an 
engineering basis—forecasting cost, 
utilization, and its ability to absorb 
breakdowns through planned alternate 
means.” 

The speaker suggested approaching 
the elimination of unnecessary data by 
asking these questions: What informa- 
tion do you receive from other people? 
Why do you need it? What do you 
do with it? What information do you 
generate here on your job? What tools 
do you use in connection with this 
work? Do you know of the alternate 
equipment which might be used? To 
whom do you pass on information? 
Are you sure that he requires it? Does 
he have to have quite as many of these 
data as you now forward to him? Are 
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I'M “Stretchy” 


_.The ARCO Band-Man 
HERE TO TELL YOU WHY 


Fy Pu Rees 


BANDS ARE BEST 


They never get Jumbled— 
Use em blindfolded! 


Open-Ring Bands are. . . 
Stronger and . 
$-T-R-E-T-C-H-I-E-R 


. Ring Bands are much 
easier to handle and apply 


7 | They Just Can't Tangle!” 
ORDER FROM YOUR STATIONER 


- 
ALLIANCE RUBBER CO., 69 W. Washington, Chicago, Illinois Omi2 


Please Send FREE Sample of ARCO OPEN-RING 
STATIONERY BANDS 


Firm. sects incheuidnb batches 
TREE OTN A ee ~  Te ee 

Sn IIR SINE TID oc ccaccnsceadepeencieiictcewnnodennanbaiglenenaaiae anna 
Address 


For More Information Use Readers’ Inquiry Coupon on Page 


1S 

ye 5 

*F C7 ee | J 
N _ a 

i 2 g pe + 

OO —_———— j 

ge 

~ ‘leg 

, 9 — — ~~ ae 

| eee <= a 

| : l : / P Head ee Penrose e 

a F pares gf a > IIE . ae Cc ‘ » J ; : | 

a ‘ ALLIANCE, OHIO—CHICACO, ILLINOIS—HOT SPRINGS, ARKANSAS i z “ 

DOESN’T | eM 

AVEARCO | | ie 
ANDS— { i 

UST MAIL | { Ne 

THIS COU- | | ( 

PON FOR | oe 

| | ou 

| ia 

Po ee 7° 39 aa 

ad 


you sending it by the cheapest method 
of transmission which 1s available, yet 
which is adequate for his require- 
ments? 

By way of checking the handling of 
information, he brought up these ques- 
tions: Does the system drop out each 
item of information at the first point 
where it is no longer needed? On 
those items which do have to be re- 
peated, could there be found econo- 
mies in accomplishing this repetition 
by mechanical means? 

The speaker also discussed, in some 
detail, a number of new technological 
developments and advised becoming 
acquainted with them and with the 


principles which enable them to work. 
“Try,” he said, “to avoid superim- 
posing a particular piece of hardware 
on one of the organizational units of 
your company. Instead, analyze the in- 
formation problem and minimize the 
quantity to be handled before attempt- 
ing the big step of selecting your ma- 
chines and making the installation.” 

In a session on Monday afternoon, 
W. Gilbert Brooks, Chief Time 
Study Engineer, Pitney-Bowes, Inc., 
discussed “Measuring Office Opera- 
tions for Incertives.” Mr. Brooks de- 
scribed in detail how incentive pro- 
grams had been successfully put to 
work at Pitney-Bowes. But, he cau- 
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tioned, “By themselves, incentive plans 
do not produce any real results. It is 
only when they are part of a coordi- 
nated program of improving office 
systems and procedures, increasing the 
mechanized portion of the office work, 
proper training of office supervisors 
and office employees, a better under- 
standing of the needs of office workers, 
and meeting those needs through im- 
proved human relations programs, that 
an incentive plan can be really success- 
ful.” 

One of the biggest problems, he 
stated, is conditioning office workers 
to time measurements: “The technical 
problems of clerical work measurement 
can be solved by any good industrial 
engineer trained in the field of shop 
incentive principles; however, it re- 
quires an exceptionally good industrial 
engineer with plenty of tact and di- 
plomacy to take on the job of condi 
tioning the office employees to time 
measurements.” 

Mr. Brooks said that Pitney-Bowes 
decided that the first group to be 
placed on an incentive plan should be 
a fairly large, homogeneous office 
group, performing work which was 
fairly repetitive and routine. In partic- 
ular, he said, it was considered im- 
portant that a group be found whose 
supervisor would be receptive to the 
idea of incentives. 

Meetings were held with supervisors 
and employees; at these the company 
endeavored to show the workers how 
work simplification and methods im- 
provements would make their jobs 
easier and more productive. A special 
point was made of presenting the ex- 
planations in the simplest and most 
non-technical terms. 


Measurements vital in incentive plan 


A vital factor in the program, the 
speaker said, was the selection of a 
timekeeping procedure “that would 
provide the proper controls without 
being cumbersome, hard to administer, 
or costly to operate.” For the measure- 
ment of transcription work, it was 
found best to use an extra copy of 
typed material to obtain information 
on the amount of work done. Analysis 
showed that all material fell into line 
lengths of 5%4 or 6% inches, which 
gave a basis for measurement. Other 
movements, such as changing a cylin- 
der, could be measured in terms of an 
equivalent number of lines, as determ- 
ined from observation. 

One of the problems faced in apply- 
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ing measurements to the office, said the 
speaker, is that of morale. White col- 
lar workers, he noted, tend to resent 
any move that seems to place them in 
the same category as factory workers. 
Accordingly, it was decided to try the 
honor system: for job time recording. | 
Mr. Brooks said that he was sure this 
decision had much to do with the suc- 


| 


cess of the program: “It helps to prove | 


to the employees that we are fully 
recognizing their inherent honesty and | 
more or less places the responsibility | 
for the continuance of this system 
strictly up to them.” 


Standards increased gradually 


It was discovered that employees 
were actually working at about 65 per 
cent of the standard developed for 
them. While no deductions were made 
from pay for failure to perform up to 
standard, bonuses were given only 
when work passed 100 per cent of 
standard. For a time it appeared that 
the goal was so far away that the 
workers made little attempt to improve 
their production. Therefore, it was 
decided to set up a “break-in allow- 
ance.” By this means the amount of 
work required to earn bonuses was 
gradually increased, so that workers 
could work themselves up to standard, 
and above, by a gradual climb. This 
arrangement proved successful. 

Mr. Brooks listed four problems as 
the chief obstacles to the success of an 


incentive program. “(1) Fear of the | 


unknown, due to changes in work 
methods and the alteration of work 
routines; (2) Resemblance to factory 
work, with its resultant loss of white 
collar ‘prestige’; (3) Lack of sufficient 
motivation for earning higher pay; 
and (4) Objection to being watched. 

Solution of these problems required 
a great deal of time and effort, stated 
the speaker, but it was well worth 
while. The first three were approached 
as indicated above. The fourth ceased 
to be a problem after the workers got 
used to seeing the time study repre- 
sentatives in the office. “Much of the 
credit for this,” he said, belongs to the 
time study men and their continued 
efforts in explaining and selling the 
fairness of the incentive plan.” 

To answer those who complained 


about pay differences between those 


working on incentive and those not 
doing so, (since some areas do not 
lend themselves to this approach) 


was pointed out that the plan was not | 
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a Air conditioner 


Carrier Corp., Syracuse 1, N. Y., has 
introduced the Self-Contained Wea- 
thermaker, for use with or without 
plenum, and which can be installed 
without modification for ductwork. 
Return air can be brought in through 
front, rear, bottom, or sides. (A-1) 


A Portable photocopier 


The 1956 models of the Contoura have 
a light source strong enough to allow 
use of copy paper less sensitive than 
usual. The unit has a “spine edge” 
feature to assist in copying pages from 
thick books. It is made by F. W. 
Ludwig, Inc., Old Saybrook, Conn. 
(A-2) 


q For shelf filing 


G. J. Aigner Co., 426 S. Clinton St., 
Chicago, has brought out a new line 
of open shelf filing guides in letter 
and legal sizes, with or without metal 
hooks. Plastic tabs have large windows 


open on both sides. (A-3) 


q Dictating machine 

Infra Electronic Corp., Roseland, N. 
J., has introduced a new plastic disk 
dictating machine with center index, 
microphone controls, and two speak- 
ers, one in the microphone. (A-4) 


q Movable partitions 

Unistrut partitions, made by the Uni- 
strut Products Co., 1013 W. Wash- 
ington Blvd., Chicago, feature steel 
channels into which paneling mater- 
ials of all varieties can be inserted. 


(A-5) 


A Electric stapler 


The Staplex Co., 777 Fifth Ave., 
Brooklyn, N. Y., offers the Stapl-A- 
Matic, a new model that holds 5,006 
preformed staples of standard size (% 
in. wide, with 4% in. legs). It has a 
reach of 9% in. and is solenoid-oper- 


ated. (A-6) 


Vv “Slave” typewriter 

Underwood Corp., 1 Park Ave., New 
York, announces the Solenoid Type- 
writer, which can be connected to 
electrical instruments, such as pres- 
sure gauges, to type records of instru- 
ment readings automatically at 11 char- 
acters a second. (A-7) 


V Payroll system 

This “one-writing” system for the pre- 
paration of check payroll and cash 
payroll records, including checks, is 
a new product of the Safeguard Corp., 
Lansdale, Pa. It can also be used 
for general disbursements. The sys- 
tem uses pre-shingled checks and a 


folding board. (A-8) 


If further information is desired, use Reader Inquiry Card on page 78. 


OFFICE MANAGEMENT 


oe Lf OS | a 
3 ; fo saem yah ile aa ea ee 
Sr ae, : 23 gt 
| ie ~ The ‘ y * ¢ es Bo i 
: seal R, Hi ij Lb “i : 
2% gee nt 4a 
: Sy ee nail | — Pa , a 
ree on <j , | i a : “ io . 
dg ye Hy May. as M\ Se » 
: Hit <! eA ae * " i 
t ‘ i till , j ‘ E = , e 
cou Wil ie . = | ia 
fas ae Hi pee SN a 
x “aap ey iit fae aa ay _ 
ee Te, me iii Vy Ve , 
| es y att bog ns ‘ 
by ae, i = 4 
an SP (fe Jeg wed 
a 1 Ae 3 
sph 5 
or FE] 4 
; 
eee - ‘ ait ngs 
Sn ‘ 
re ‘i ; te ‘ Neate oe sii > , 
- ae :* fc #: s — —z, 
. aE i x Pe ee ; Sm > a « 
b Sy fe a = 
‘ 5 ll , Hy 
: o td 
5 Pa att eet —, 
Eee a Ree al : << a _ 
hs hte ae oo ee * 
ie TEI cee — VQ’ > ; 
Nei i a mh ad ‘ 2 : 
. # ¥- z : eas ©," uae ; 
*% fags: oust . 2 - ‘ Sia a - 4 ps: __ re nal yee 
& ~ | ‘ge 3 or tne c Cc ee 
re ; y i : JE LLU 
a } 
, mm iE i | 
nite S aa : « 
¥ Moet ii Pe, ae 
¥ x { se ee — ‘ 
os ae B Ut i ; Fe ¥ | 4 | —_—— . ; he PEER PNG eR ee 
7 fen be tei Hi ; 7 Se cl & ~ , fl 
‘are een Pk 
if er ba ®, ¢ cy 7 a i 
ne sas 
: 7 Rat - : : < é : : > 2 © ; 
rs re : area, Swe - : ey. a, | ae a Pi: aur aa a ; be o AW ad i Re 
hon ae oT Bee re a ah ee ae Sc Sa Bass Ss eee 1 de 


> Printing calculator 

The Classic 10-key printing calculator 
is made by Classic Calculators, Inc., 
a subsidiary of Rex-Rotary Distrib- 
uting Corp., 19 W. 31st St, New 
York. 


two registers producing separate totals 


It has short-cut multiplication, 


from one keyboard, and also grand 
totals. 


(B-1) 


Systems duplicator 
This is the model RES-4 systems du- 
plicator, recently introduced by Rex- 
O-Graph, Inc., 7840 W. Hicks St., 
Milwaukee. 


Features include end feed, foot pedal 


It is of the spirit type. 


control, block-out slot, accurate regis- 
tration, and elevated receiving tray. 


(B-2) 


A Check machine 

The new Royal Companion Sign-O- 
Meter is a product of The Hedman 
Co., 1158 W. Armitage Ave., Chicago. 
It signs and dates, in one ope:ation, 
single, duplicate, or triplicate checks, 
and can be used with a check pro- 


(B-3) 


tector. 


DECEMBER 1955 


Offset duplicator 

A. B. Dick Co., 5700 W. Touhy Ave., 
Chicago, offers its first offset duplica- 
tor, the Model 350. Its Aquamatic 
control is designed to make it easy 
for inexperienced operators to main- 
tain proper balance between ink and 
fountain solution. It has self-adjust- 
ing cylinders, simplified controls, and 
can produce 9,000 copies an hour. 


(B-4) 


V Automatic line finder 

The Standard Register Co., Dayton 1, 
O., offers an Electric Automatic Line 
Finder for use with electric typewrit- 
ers and bookkeeping machines. At the 
touch of a key, it advances a form 
automatically 


any pre-determined 


number of lines. 


Vv “Mailing center” 
Designed for small offices, this “pack- 
age” of mailing equipment is made 
by Pitaey-Bowes, Inc., Walnut & Pa- ie 
The main 


items are a Model DM postage meter 


cific Sts., Stamford, Conn. 
and a 16-ounce computing mailing 
scale, a postmark advertising plate, 
a postal rate and information chart, 


(B-6) 


and a parcel post zone map. 


VY Word writer 


This typewriter can print 
whole words at the touch of a button. 
It is a new development of Interna- 
tional Business Machines Corp., 590 
Madison Ave., New York. 
of a standard electric typewriter con- 


electric 


It consists 


nected to a control panel in the left 
hand drawer of the desk. This panel 
has a system in which 42 
stock phrases are stored, with an 18- 
The Op- 


erator uses a simple code to instruct 


memory 
character capacity for each. 


the machine to type any desired phrase. 
The device provides automatically for 
correct hyphenation should a word ap 
pear at the end of a line, and for auto 
matic capitalization of words at the 


beginning of sentences. Called the 
Wordwriter, it is an experimental 
model, not on the market. (B-7) 
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A Executive desk 


This desk and cabinet combination is 
manufactured by H. Sacks & Sons, 
667 Madison Ave., New York. The 
desk top is 84 in. long and 34 in. wide. 
This is one of a series of “Directional” 
designs by Paul McCobb. (C-1) 


p Acoustical panel 


The Celotex Corp., 120 S. LaSalle St., 
Chicago, has introduced a new pro- 
duct called Stria-Colored Steelacoustic. 
This is a steel panel having a white 
baked enamel surface with overlay 
striations of black, green, or brown. 
It is backed by a sound-absorbent 
laminated material. The panels are 
designed for use in suspended ceiling 


systems. (C-2) 


V Office chair 


The B. L. Marble Chair Co., Bedford, 
O., offers the new Pace Setter line of 
five office chairs of Modern Swedish 


design. A walnut wood finish is 
used, with tweed, cord, or leather up- 
holstery in various colors. (C-3) 


* For coffee breaks 


A new feature, color-matched beverage 
and cup dispensers, is now available 
for use with the line of Hot ’n Cold 
Water Coolers made by the Ebco Mfg. 
Co., 265 N. Hamilton Rd., Columbus, 
O. The cup dispenser holds 75 paper 
cups in an inverted position, and the 
beverage dispenser is offered with 
three or five shelves. The unit dis- 
penses hot and cold water. (C-4) 


A Insulated file 


The Vault File is offered by Dolin 
Metal Products, Inc., 315 Lexington 
Ave., Brooklyn, N. Y. It has heavy 
steel walls, air chambers, and asbestos 
insulation on all outside faces, and is 
equipped with a cylinder lock. It is 
offered in letter or legal sizes, in green 
or leathertone finish. (C-5) 


d Credenza 


A new line of office-cabinet units, made 
by Art Metal Construction Co., James- 
town, N. Y., is designed so that separ- 
ate units can be combined under a 
flush top to create a single unit. The 
sliding glass doors on the model shown 
are mounted in Ancorene plastic tracks 


made by Anchor Plastics Co. (C6) 


V Fireproof chest 

Five new fireproof chests and_ safes 
have been marketed by Lyon Metal 
Products, Inc, Aurora, Ill., of which 
the model shown is representative. 
Four of these are designed to with- 
stand a 1700° fire for one hour. 
These are a storage ches", an indexed 
vertical file chest, a wall safe, and a 


floor safe. (C-7) 


lf further information is desired, use Reader Inquiry Card on page 78. 
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“Automation frees decentralized management from close supervision of routine... . 


99 


of workers, raising problems that 
must be met jointly by management, 
labor, the affected community and the 
Government. 

Eugene Miller, associate managing 
editor, Business Week magazine, New 
York, said that the fears created by 
the short-term effects of automation 
demand a new approach to public 
relations in making automation palat- 
able to employees, labor generally, 
and the public. 

He suggested that companies use 
the same communications media em- 
ployed in other programs and em- 
phasize the management viewpoint 
that automation, while it may mean 
temporary job displacement, will even- 
tually create “more jobs, better pay- 
ing jobs, and jobs demanding higher 
skills.” 

“One rule most companies with 
experience under their belts have ob- 
served is not to announce the pur- 
chase of automation equipment until 
their employees have been briefed or 
told about it through company pub- 
lications, news releases, or bulletin 
board announcements,’ Miller said. 
“There’s nothing deadlier than for 
employees to read about the news 
first in their daily newspapers.” 

The third afternoon speaker, J. N. 
Stanbery, Vice-President, Personnel, 
Illinois Bell Telephone Co., Chicago, 
discussing the “Influence of Automa- 
tion on Personnel Practices”, outlined 
some of the measures used by the tele- 
phone company in accustoming per- 
sonnel to the changeover made when 
dial systems replaced many central 
switchboard operators. These includ- 
ed making clear to new employees 
that employment was on a temporary 
basis, re-training employees for’ new 
jobs within the company or sister 
companies, adjustments in the ter- 
mination payments given employees, 
and soliciting positions in outside con- 
cerns for displaced employees. 

Discussing automation’s effect on the 
organization of business, Charles B. 
Laing, vice president, The Prudential 
Insurance Company of America, said 
that a survey taken by his company 
had indicated office automation will 
mean the transfer of a “considerable 
amount of accounting and other cleri- 
cal work from units now decentralized 
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(From page 21) 


to central electronic data processing 
centers, but that it will not interfere 
with the trend toward decentralized 
management, as opposed to decentra- 
lized processing. 

Most of the companies surveyed 
also believe, Laing said, that: 

The use of electronic data process- 
ing machines will bring about a great 
improvement in the control of de- 
centralized units. 

Automatic equipment, while in- 
creasing the need for the transmission 
of data from one part of a company to 
another, will actually result in the 
faster transmission of more complete 
information to decentralized manage- 
ment. 

Office automation tends to free de- 
centralized management from the 
close supervision of routine office 
work, making management itself more 
effective. 

Thus, though it may seem contra- 
dictory, he concluded, actually, cen- 
tralization of data processing facilities 
under automation can lead to greater 
decentralization of operating responsi- 
bilities. 

The final Monday speaker, Dr. 
Thornton F. Bradshaw, partner, Cre- 
sap, McCormick, and Paget, New 
York, also discussed the effect of auto- 
mation On company organizational 
structures, saying that centralization of 
routine clerical functions without any 
concurrent need to centralize manage- 
ment responsibilities seemed an inev- 
itable outcome of automation. 

Monday evening was devoted to an 
open panel question and answer ses- 
sion in which William H. Moore, 
Joint Committee on the Economic 
Report, Washington; Mr. Clague; Mr. 
Hansen; Mr. Laing; and Mr. Stanbery 
served as the experts. 

The Tuesday program opened with 
a talk by J. H. Euston, vice president, 


Tools of the Office 

Because the January Yearbook Is- 
sue of Office Management will con- 
tain an extensive “Tools of the Office” 
section covering most of the principal 
categories of office equipment, th: ©: «- 
ular monthly installment of that ( ca- 
ture has been postponed until next 
month. 


Business Research Corporation, Chi- 
cago, on “Evaluating Automation’s 
Place in Your Business.” Office auto- 
mation, Euston said, should be evalu- 
ated from four basic viewpoints: 
Automation is a method 
Automation has certain new powers 
Automation has its own principles 
of application 
Automation saves in specific ways. 


Situations adapted to automation 


Some business situations are more 
favorable to the application of auto- 
mation than others, he told the audi- 
ence. Among favorable situations he 
listed: 

Large volume, repetitive tasks. 

Highly complex planning and oper- 
ating situations. 

Rapidly changing economic situa- 
tions requiring continuing adjustment 
of buying and manufacturing in re- 
lation to fluid market demands. 


“Top Management Decisions and 
their Importance to a Program of 
Automation”, was discussed by the 
next program speaker, Edward L. Wal- 
lace, School of Business Administra- 
tion, University of Buffalo. He warned 
that exploiting the potential of auto- 
mation to its fullest advantage calls for 
imagination and a broad, flexible view- 
point on the part of management. 

“The fundamental decisions of top 
management bear upon the results it 
expects or hopes to obtain from a 
program of automatic data process- 
ing,’ he said. “A narrow concep- 
tion of such a program is reflected in 
the types of personnel selected, the 
approach employed, and the results 
ultimately obtained. Clerical econo- 
mies may be realized under such a 
program, but even these are frequent- 
ly less than might otherwise be pos- 
sible.” 

The desirable approach, he said, 
is for management to recognize the 
unproved potential of the new equip- 
ment available, and approach its use 
as it would a true research project. 

“That is not to say that such man- 
agements are not interested in clerical 
economies,” he declared, “but that 
they recognize that such savings are 
only a part of the entire potential.” 

It is imperative that the very high- 
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pictorial 


q Electronics on the highway 


Users of the new Ohio Turnpike 
speed through the toll stations quickly 
and easily as a result of the use of 
electronic equipment to determine the 
charges they must pay. The special 
equipment, manufactured and installed 
by the International Ma- 
chines Corp., uses weighing platforms 


Business 


and photoelectric eyes to obtain the 
vital facts. A vehicle approaching the 
toll booth passes over a_ weighing 
treadle built into the pavement. Here 
it is weighed while still in motion. 
Meanwhile, a photoelectric detector 
counts the number of axles. The toll 
collector at the same time inserts a 
card in the toll recorder and presses 
a button corresponding to the number 
of axles, which he has counted visu- 
ally. The photoelectric eye double- 
checks him, and the recorder locks 
automatically if the wrong key is 
pressed. The card, showing the ap- 
propriate fare, is then given to the 
driver to be presented at the exit gate 
when he leaves the turnpike. The 
vehicle is measured again electronically 
at the exit booth for purposes of veri- 
‘fication. The fare cards are then pro- 
cessed by IBM accounting machines 
as a source of basic bookkeeping in- 
formation. 


A Prize winners 
At the left, Hugh L. Clary, pres- 


ident of the Corp., 
a plaque from Peter J. B. Stevens 
(right,) managing editor of the 
magazine Design News, as R. H. 
O'Brien, executive president 
of Rogers Publishing Co., looks on. 
The plaque was awarded “for achieve- 
ment in modern design and mechani- 
cal excellence” as displayed in Clary’s 
new ten-key adding machine. At the 
right, Harold Camp, vice president 
for finance, of Pitney-Bowes, Inc., re- 
ceives a bronze “Oscar,” awarded by 
Financial World for the best 1954 an- 
nual report in the office equipment 
industry. 


Clary accepts 


vice 


The award is being made 
by Weston Smith, of the magazine. 


V Paul Holly (second from right) of 
Aldens, Inc., president of the Office 
Management Association of Chicago, 
congratulates George Handtmann, of 
the Continental Illinois National Bank 
& Trust Co., winner of OMAC’s an- 
nual golf outing at the Rolling Green 
Country Club. At the left is Arthur 
Poliquin, of the Art Metal Construc- 
tion Co., and at the right is George 
Roubik, OMAC secretary. 
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“Begin your study of electronic data processing as early as possible . . .” 


est levels of management make it 
their business to acquire a working 
knowledge of the factors involved in 
electronic data processing, the next 
speaker, Arvid W. Jacobson, Wayne 
University, Detroit, told the group, 
because a conversion to automated 
data processing affects every facet of 
a business “too vitally and too inti- 
mately to be entrusted to lower level 
leadership.” 


Training computer personnel 


The speaker stressed the opportuni- 
ties open to top management to ac- 
quaint itself with the potentials of 
new equipment and techniques as 
well as to train its personnel in their 
use through seminars and training 
courses offered by universities. 

Discussing staffing for a computer 
installation, Jacobson said that the day- 
to-day operation of a data processing 
system does not usually require per- 
sonnel of a college level, but that for 
many tasks associated with problem 
preparation, trouble shooting and 
supervision, more than a high school 
education is essential. 

“In addition to the group perform- 
ing primarily routine tasks, every in- 
stallation should have higher level per- 
sonnel,” he pointed out. 

Gordon R. Corey, vice president, 
Commonwealth Edison Co., Chicago, 
discussing “Organization for Conver- 
sion to Automation”, outlined the 
subject in terms of his own company’s 
experience. Centralization and me- 
chanization of accounting activities 
had already laid the groundwork for 
future automation by 1950 in Com- 
monwealth Edison, he recalled. The 
company made an analysis of the po- 
tential savings that might be achieved 
through a computer installation, and 
decided they were great enough to 
justify ordering an IBM 702 by 1953. 

The computer was scheduled for 
delivery in July, 1955, leaving the 
company with approximately two 
years’ time to organize for the con- 
version. The first programming job 
was to decide exactly what work would 
be included in the computer system, 
after formation of a procedures and 
programming group. Then the de- 
tailed operating instructions and pro- 
grams for the computer to follow in 
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the operations it was destined to take 
over were worked out. 

“It took longer to settle all ques- 
tions and prepare the overall flow 
charts, on which the final computer 
procedures are based, than we had 
anticipated,” Mr. Corey declared. “The 
development of computation proce- 
dures and programs required 35 man 
years—nearly double the original es- 
timate of 20 man years. The de- 
bugging operation took nearly 15 man 
years and 1,000 computer hours— 
again substantially longer than we had 
anticipated.” 

Next the company had to organize 
its staff for operation of the com- 
puter and decide which jobs were 
to be considered employee positions, 
which management. It also had to 
prepare its line personnel throughout 
the company for computer operations, 
which it did by an extensive train- 
ing program, according to Mr. Corey. 

Basic organizational changes in the 
company’s management structure were 
made with the initiation of com- 
puter operations, the speaker said, 
with particular changes in the Comp- 
troller’s, Treasurer’s, and Secretary’s 
Departments. 


*‘Automation—Now or Later?” 


The last three speakers of the morn- 
ing session, George D. Hudson, A. T. 
Kearney and Co., Chicago; E. J. 
Cunningham, Monsanto Chemical 
Co., St. Louis; and A. C. Vanselow, 
Franklin Life Insurance Co., Spring- 
field, Ill.; all covered the topic “Auto- 
mation—Now or Later?” 

Mr. Hudson said that the major 
“question regarding automation is 
not ‘when’, but ‘to what degree’?” 

“There are fertile fields in most 
businesses that are directly reached 
by reducing overhead—by invading 
the areas of work duplication—and by 
decreasing error costs,” he declared. 
“Notwithstanding the fact that there 
is tremendous appeal in the claims 
made for electronic data processing, 
it is still so new from an experience 
point of view that I advise caution in 
all cases. This caution is particularly 
stressed for those firms which have 
had little or no experience with other 
forms of mechanized accounting. 

Basically, he said, the present high 


cost of data produced by electronic pro- 
cessing methods makes it advisable 
for small and medium-sized compan- 
ies to approach computer installations 
very slowly, leaving the risks of ex- 
perimentation and initial high costs 
to be assumed by large and well 
financed organizations. 

Mr. Cunningham, after reviewing 
briefly Monsanto’s experience with a 
computer installation, reported: 

“We installed an IBM 702 early 
last spring. This equipment is doing 
everything we expected of it. We 
are getting our reports out earlier. 
We are getting better reports and 
furnishing management with infor- 
tion they never had before.” 


Define objectives first 


Discussing the wisdom of any in- 
dividual company’s installing a com- 
puter, he said: 

“I believe if you tackle your prob- 
lem in logical steps, you will auto- 
matically reach the point where it 
will be self-evident whether you need 
a computer or not. 

“First, define your objectives. If 
you are now accomplishing every- 
thing you want to do, efficiently and 
economically, you have no further 
problem.” 

If not, he said, the next logical step 
is to investigate various methods of 
bettering operations. “After you have 
exhausted the possibilities of stand- 
ard equipment, it is possible, though 
not probable, that all of your needs 
will be satisfied without going further. 
You can then decide how much 
further along the line the available 
computer can take you, and what size 
and type you need,” he continued. 

“I strongly urge each of you here 
today,” the third speaker, Mr. Vanse- 
low, said, “to begin your study of 
electronic data processing as soon as 
possible, due to the tremendous task 
ahead of you. It will take a con- 
siderable amount of time to analyze the 
present procedures which you feel 
are applicable to a computer. 

“An electronic program initiated 
now will stimulate an intensive amount 
of creative thinking by your entire 
organization which will not only pay 
for itself, but will permit your com- 
pany to gain some actual experience 
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H. P. GOULD 


Nationally Recognized Systems Analyst, 
President H. P. Gould Company, says 


ORDER-BILLING 


Check to see how many writings are now needed 
to prepare shipping orders, bills of lading, tags, 
labels and invoices. If you need more than one 
writing, you can save time and money with a 
DITTO One-Writing System. 


for these leaks ; 
that mean profit loss! ” 


AUSTIN- WESTERN COMPANY 
SAVES $25,000. A YEAR 
DITTO One-Writing System has 
saved this company $25,000. a 
year, made possible handling of 
double order volume with two less 
clerks, simplified billing, and 
cleared up a troublesome back 

order situation. 


PRODUCTION 


How many typings are you making to produce parts 
orders, assembly orders, material requisitions, 
labor tickets? If you make more than one typing, 
you'll speed production and increase efficiency by 
using the DITTO One-Writing System. 


THE DURIRON COMPANY, INC. 
SAVES $24,000. A YEAR 
DITTO One-Writing work order 
systems for foundry, machine 
shop, and assembly have made net 
reduction of 4 shop clerks and 
freed foremen and production men 
from paperwork, with overall sav- 

ings of $24,000. a year. 


PIP 


PURCHASE-RECEIVING 


How many times is basic purchase information 
written to produce bid requests, purchase orders, 
receiving reports, inspection reports, debit memos? 
Every re-writing is an opportunity for saving with 
a DITTO One-Writing System. 


TAKE THE FIRST STEP TO INCREASE PROFITS— MAIL COUPON FOR FACTS 


CORREO R EERE E EEE E EEE HEHE EEE EEE EEE ESSE EEEEEE EEE EEEEEEEEEEEEEEEEESEOES 


DITTO, incorporated, 675 S. Oakley Bivd., Chicago 12, Ill. 
DITTO of Canada, Ltd., Toronto, Ontario, DITTO Britain Ltd., London, England 
At no cost or obligation, please send me copies of Gould Reports and 
information on how you can save us money, time, and effort with 


DITTO One-Writing System for: 


© Order-Billing © Production (© Purchase-Receiving 
© Payroll © Inventory Control © Other 


Name, Position 


a County 


State 


ARGUS CAMERAS, INC. 
SAVES $14,000. A YEAR 
With DITTO One-Writing System, 
this company streamlines handling 
of deliveries on purchase orders, 
with saving of $14,000. a year, 
simplifies accounting, reduces 
clerical personnel, and saves costly 

filing space. 


For More Information Use Readers’ Inquiry Coupon on Page 78 


in the techniques of electronic data 
processing now which will enable you 
to cope with the future growth of 
your company.” 

He recommended that every mem- 
ber of the conference urge his com- 
pany, if it should be considering elec- 
tronic data processing at all, to: 


1. Analyze and improve present 
procedures on an integrated basis cut- 
ting across department lines. 

2. Mechanize all data required in 
an electronic system by converting 
present manual records to punched 
cards as an intermediate step. 

3. Study and convert its present 
system to use code designations in 
order to provide for efficient handling 
by electronic data processing systems. 

4. Begin to select individuals in 
the organization qualified for an im- 
portant role in an electronic data pro- 
cessing installation. 

5. Take advantage of training 
courses offered by manufacturers. 

6. Determine the justification for 
electronics in terms of the company’s 
own needs and work volume. 


“Don’t wait for other companies” 


“Do not wait for other companies 
to do all the pioneering,” he advised 
in contradiction to the advice of Mr. 
Hudson. “You may find you will be 
unable to meet the low cost of opera- 
tion and prompt service provided by 
your competitors who are using elec- 
tronic data processing systems.” 

The Tuesday luncheon speaker was 
General Clinton F. Robinson, presi- 
dent of the Carborundum Company, 
Niagara Falls, N. Y. General Robin- 
son outlined the development of the 
policies in his company which have 
been formulated to prepare for the in- 
troduction of automatic data process- 
ing facilities. 

Tuesday afternoon was devoted for 
the most part to six concurrent panel 
discussions on specific applications of 
office automation in various types of 
companies. The company types cov- 
ered were: Manufacturing, Merchan- 
dising, Financial Institu- 
tions, Utilities, and Transportation. 

Following the panel discussions, the 
registrants met again for the last ad- 
dress of the conference, a talk on 
“The Importance of Data Processing 
to the Senior Officer” by Richard L. 
Kraybill, managing editor, Dun’s Re- 


Insurance, 
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Now almost all the furnishings in this room 
can stay clean up to 5 times longer! 


Dust and dirt can’t cling to carpets, 


upholstery fabrics, wallpaper, painted 


surfaces, Venetian blinds and lamp shades 


when treated with preparations of 


DU PONT LUDOX* 


-the left half treated with 
a preparation of Du Pont “‘Ludox’’—was placed in an office corridor. 


Now you can save money on main- 
tenance. 

Du Pont research gives the answer to 
the age-old problem of dirt and soiling. 
It’s ‘“‘Ludox”’ colloidal silica. When 
preparations of it are applied to clean 
surfaces, transparent particles of “‘Lu- 
dox’’ fill pits and crevices and stay 
there, literally robbing dirt of a home. 
Treated furnishings are easier to clean 
with ordinary vacuuming and dusting 
...and they stay easier to clean. 


ON NEW FURNISHINGS. Several rug and 
carpet manufacturers are already ap- 
plying anti-soil treatments, based on 
*“‘Ludox,’’ to new merchandise. When 
you buy, specify this anti-soil treatment 
for long-lasting soil resistance. 


FOR FURNISHINGS NOW IN USE. Prod- 
ucts containing “‘Ludox’’ for use in the 
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After six months of heavy traffic, the treated half still looks like new. 


home, office or institution are now avail- 
able from janitor supply houses. 

Some productscombine anti-soil treat- 
ment with cleaning in one operation. 
They may be used on carpeting, uphol- 
stery, drapes, Venetian blinds, painted 
surfaces as well as on textile floor cov- 
erings. And many rug cleaners and sup- 
ply houses now provide anti-soil treat- 
ments for the rugs they accept for 
cleaning. 

Ask your supplier about these serv- 
ices or mail coupon to Du Pont. 


REG. U.S. PAT.OFF. 


BETTER THINGS FOR BETTER LIVING 
«+. THROUGH CHEMISTRY 


For Mote Information Use Readers’ Inquiry Coupon on Page 78 


a cowron roars 


E. I. du Pont de Nemours & Co. (Inc.) 
Grasselli Chemicals Dept., Rm. y-2541 
Wilmington 98, Del. 


Please send me more information on 
“‘Ludox”’ as a soil retardant. 


Name 


Firm 


Position 
Address 
City 
State 


Send me the names of manufacturers treat- 
ing carpets at the factory with ‘‘Ludox."’ 


| Send me more information about ‘‘Ludox” in 
anti-soil preparations on the market for ap- 
plication to furnishings now in use. 


49 


sak am 
Bee 
x 
: Re «ieee id | ui at: \ , : 
=. ax : ate 4 _ ; ‘ 4 
. ta Di res 1 sa 
; ‘a li Fe . ; Bhi oa} a a 
a %, = i 1 oF = : : a} 
ee ie ; 7 ib 2 i, oa 
. — | . | AE Be “ hs. 
os —— | Sa ) , a. 3 
© ge . - % 4 7 ' MN { 2 ‘ = 
i 1 oe e “a c if ° : ; f . : - 
: . i a ; Wee = *% 
cot S és , oy ‘ Pall. Yt Fe ha a = | 
3 a . aie ma ees 4 ml asia ~~ >. - A ie 
¢ < = eee i a a ee ae 
Fit Ma ——— “ep a —- 4 ae yi oe me: } ‘ i j 
|: . eae | ‘gol? le 
, Ree ae a : q P \ oe a. at igen ee - ‘ J 
L > aed 1 é 1; ae ” J as is : , 4 7, i a 
| ae ot, et aig ‘ ae : a : — i 
Ea Ron » ‘ ee ee ao sf aS i | Ye . } 
a Se & oie — ; sek ; a) — & 
> ¢ i as aie Pe "iy ee "? oR ~-1 ; j %, ; 
Aiea hae % 4 wee nF gone. i Sy : 4 
3 dd aa , ; Te oy Ae us Le - ‘ Me oi 
‘i i ae L Peak | 8 , } ia 
‘ Saag ea ay a 3 if a 
pA gk 
A 
oe 
i if % 
ot) Te 
Ri 
LU? : 
Pee) NMP AR ye: Rae FA oe 
ee Sed ON a hus 
LQG NC) ec ; a ‘ ‘alee | 
r. oEs¥ aor aN) | 44g b 4% A SYS i WA EM e 4 
ee OREM ORAS a aE Sa 2: 
qian ecg Np \ ASS Ae 1 ea Dk, ae 
LR EE ANS Sf) tS ee ae hy * 
Vite) OPS Oo cc feats 8. ey 
es |! * 
DANO NO A - 
ee i TARTANA rr 
Sh: 4 TREATED UNTREATED , Age 
“4s . ey) 
2 AY * 4 a , 4 +e wt ; , cae E 
mS 
ee bs 
| | LC he 
. 41® Ls 
i | is .s 
| ! |, <q) 
: | } . 
° ar 
| Fa 
Se -. 
| fe 
jm © 
| * . 
a 
! 23 
! - Av 
| | Pie 
| | Pater 
. | l aha 
| : | s 
| ee, eee end ‘4 
7 bi 
er 
=e 
> a 


ie 


Sg aS 


2 ~ a 
4 


I) 


“We have just cleaned the carpet of our and its beautiful color has been 
Peacock Alley with Duo-Dellay. This restored.” 
is one of the heaviest traffic areas in 
the hotel. We are pleased to report that 
the carpeting is now fresh and clean 


duo dellay 


Miss NELSON 


Executive Housekeeper 
Waldor}-Astoria Hotel 


REVOLUTIONIZES 
HOTEL HOUSEKEEPING! 


te 


DUO-DELLAY . . . in one oper- 
ation...cleans and anti-soil treats 
carpets, rugs, upholstery, dra- 
peries, slip covers, painted sur- 
faces, venetian blinds, linoleum, 
leather and vinyl upholstery! 


It whisks away dirt like magic 
. . . rejuvenates colors to their 
original new look . .. and it pre- 
vents further soiling for six 
mouths or more longer! In tests 
made at the Waldorf-Astoria and 
other actual on-location clean- 


ings, by Petersen — Moore Rug 
Cleaners of Baltimore, DUO- 
DELLAY proved that it is the 
most important new development 
in hotel housekeeping in years. 


DUO-DELLAY contains the 
miracle ingredient ... Du Pont 
Ludox . . . the anti-soil treatment 
now being used in carpet fac- 
tories on new carpets. 


DUO-DELLAY saves work... 


saves money...saves your fabrics. 


a ns It Pe atten and Anti-Soil Treats in ONE Operation! 


Other Dellay products 
RED LABEL DELLAY... anti-soil treatment for 


carpets and rugs... prevents soiling for six months 
or more longer. 


YELLOW LABEL DELLAY ... anti-soil treat- 


ment for upholstery fabrics, draperies, slipcovers, 
painted surfaces, venetian blinds. 


Mr. A. F. Petersen of Petersen-Moore, Balti- 
more says: “DUO-DELLAY cleans all types of 
carpets better than any cleaner we have ever 
used. It restores color and, in addition, deposits 
Du Ponts Ludox on the carpet fibres for further 
soil resistance. We believe our customers are 
entitled to this extra service feature.” 


a product of ARTLOOM CARPET CO., Inc., 
For More Information Use Readers’ inquiry Coupon on Page 78 
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quo dellay 


is available through 
the following 
supply houses: 


.Worcester, Mass 


Abbott Cleaning Supply Co. 
jan . .Detroit, Mich. 


Abbott Supply Co. 
American Janitor Co. . .....Washington, D. C. 
American Window Cleaning Co...... . Holyoke, Mass. 
American Window Cleaning Co.. . Colo. Springs, Colo . 


Baer Paper Chemical Co......... .Baltimore, Md. 
Baer Paper Corp....... , — Pa. 
Baer Slade Corp....... Washington, D . C. 
Bancroft Paper Co.... . Shreveport, La. 


Berni:ardt Bros. Inc. eee ane * Brooklyn, mv. 
Bluefield Chemical Co... . . Bluefield, W. Va. 


1. Edward Brown Co.............'... New York, N. Y. 
Capital Cleaning Co.............. Charleston, W. Va. 
Jules Campos, Inc................ Mt. Vernon, N.Y. 


Carman Pittsburgh Co... : Pittsburgh, Pa. 
Central Automotive Equip. & Supply. . .Detroit, Mich. 
Certified Chemical Co................++- Easton, Pa. 
City Janitor Co...... 
Cleaning Materials Co.. 
Colberg Supply Co.. 


. Pittsburgh, Pa. 
.San Francisco, Calif. 


Crandall Supply RS ach ate Binghamton, N. Y. 
Crest Sales Co............ . San Francisco, Calif. 
Dade Chemical Co................0e000- Miami, Fla. 


. Los Angeles, Calif. 
Kew Gardens, N. Y. 
.Phoenix, Tucson, Ariz. 


Easterday Supply Co........ 
E. L.. Supply Co........... : 
E-2 Janitor Supply Co........ 


Carl Finch Janitor Co............... Little Rock, Ark. 
Formula Floor Products............... Newark, N. J. 


Galer & Hults Co. sates Philadelphia, Pa. 
Gateway Chemical Co.............. Kansas City, Mo. 
Government Chemical Co........ Cleveland, Ohio 


Hale Sanitary Supply Co....... Albuquerque, N. Mex. 
Hubman Supply Co................. Columbus, Ohio 
Industrial Sanitary Supply Co..... .Los Angeles, Calif. 
industrial Sanitation Co.............. . Reading, Pa. 
1. Janvey Sons Co.. t 8. ¥. 
George T. Johnson Co. ...Medford, Mass. 


Kenwood Transfer.............. Cedar Rapids, lowa 


W. P. Landow, Ltd........ Toronto, Ont., Canada 
CRI GB. e ss 5c oecccces Orlando, Jacksonville, Fla. 
A. J. Lehrman Co.. . ‘ . Harrisburg, Pa. 
Lewis Chemical Co.. ; Brigantine, N. J. 
Lien Chemical Co., Rockford, Hll., South Bend, tnd., 

Franklin Park, ill., Miami, Fla. 
Long Beach Janitor Co............Long Beach, Calif. 
Lovinger Disinfectant Co... .....Salt Lake City, Utah 


Magnolia Paper Co............Dallas, Houston, Tex. 
Maintenance Product Co........... Syracuse, N. Y. 
Motiserait Ce........-...00% ..... Toledo, Ohio 
Melrose Chemical Co..... . we Lauderdale, Fla. 
Miller Norris Co. . Oklahoma City, Okla. 


Minnesota Chemical Co....... . St. Paul, Minn. 

The Mizan Products Co............. Logansport, Ind 

Moellering Supply Co............... Ft. Wayne, Ind. 
A rrr Vinnin's sew Atlanta, Ga. 
Moulder Oldham. pa eweed .. Tulsa, Okla. 
New Bright Chemical Co.......... Atlantic City, N. J 

Northwest Supply Co................. Seattle, Wash. 
de ee Portland, Ore. 
Peterson-Moore Rug Cleaning Co.. .. . Baltimore, Md. 
Ci RR res Cincinnati, Ohio 


Pro-Tex-All Co., Inc...... 
Miguel Prunera. Jr. Export Co.. 


. Evansville, Ind. 
..New York, N. Y. 


Regal Janitor Supply Co... ............ El Paso, Tex. 
Reliable ~~ — Bilite sesh nue Des Moines, lowa 
Ry-Mar. Spee eee Atlantic City, N. J. 
San Diego Janitor Co............... San Diego, Calif. 
Scientific Supply Co................... Denver, Colo. 


So. Calif. Disinfectant Co. . . Los Angeles, Calif. 


Standard Wholesale Supply Re ened .Boston, Mass. 
Superior Products Co . .New Orleans, La. 
Superior Sales Co................... Hartford, Conn. 
Star Chemical Co................. San Antonio, Tex. 
Thompson Janitor a Co.. . Dayton, Ohio 
Tri-State Laboratories. ......Wilmington, Del. 
Tri-State Sanitation Co................ Buffalo, N. Y. 
Thompson Janitor Supply Co...........Dayton, Ohio 
Valco Products Co.................... Omaha, Nebr. 


Virginia Carolina Laundry Supply Co... Richmond, Va. 


Wichita Brush & Chamical Co.......... Wichita, Kan. 


Leo Weiner Sons Co 


For More Information Use Readers’ 
Inquiry Coupon on Page 
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Automation meeting— 


(From page 48) | 


view and Modern Industry, New York. 
Delegation of responsibility in plan- 
ning for electronic data processing in- | 
stallation is a risky procedure unless 
two cardinal principles are observed at 
all times, he emphasized. These are: 


“The top executive is in fact as 
well as in name the source of all | 
authority. 

“The lines of communication are so 
well recognized and so broad that | 
the flow of information is swift, free, 
and direct up and down the line. 


gate the farther away from those two 
principles we go,” he continued. “I 
would like to emphasize that the prob- 
lem of delegation or of ‘who does 
what’ can usually be solved by a care- 
ful study of what is to be done rather 
than simply looking for the man who 
happens to be available at the time.” 


| 
“The trouble is the more we dele- 
| 
} 
| 


In any event, in a well organized 
program the top executive must soon 
be “ in the matter up to the hilt”, he 
said, citing as the reason five main 
considerations: 

1. Whether it is by a careful evalu- | 
ation of the possible payoff or by | 
competitive pressure, more and more | 
top management people will find | 
themselves facing the problem of in- 
troducing integrated data processing 
in their own companies. 

2. It cannot be dismissed as unim- 
portant because it is an element of 
every company activity and appears 
through any scale of values the presi- 
dent may establish for all functions of 
the company. 


3. The action must be initiated by 
the president because no matter how 
limited the application may be, it 
will affect the entire company and not 
just one department. It is a com- 
pany goal. 

4. The authority for the action must 
spring from the top executive level or 
else every departmental line will be- 
come an insurmountable obstacle to 
getting the work done. 


5. When top management gets in it 
this far it will have to stay in it be- 
cause every act or decision is so closely 
connected with interdepartmental re- 
lations, with company policies, or with 
organization structure that only a 
minjmum of delegation can be satis- 
factorily introduced. 


c.c.MOKUM 


“Complete Control’’ solves 
another coffee-break problem ! 


WE'VE. BEEN FIDGETING 

FOR AN HOUR, WAITING 
FOR YOUR -uGHIT- SLOPPY 
OLD CART SS 


COMPLETE. CONTROL 
MOKUM IS TH’ NAME., AN’ 
MAKIN’ COFFEE. BREAKS 
> BUT QUICK, 


“or 
COFFEE 
CHOCOLATE 


TH’ RUDD-MELIKIAN COFFEE 
DISPENSER’S READY ANY 
TIME —WIF DEE SEE LISHUS 


Pr ements 


A Rudd-Melikian coffee dispenser is the solu- 
tion to the coffee-break problem in any plant 
or office. It serves Kwik-Kafé coffee—100% 
pure, fresh-frozen, delicious; also hot choco- 
late and a variety of other beverages. Regular 
servicing by your local Kwik-Kafé dealer. 
Check with him for full details—he’s listed in 
your telephone directory—or write direct to us. 


RUDD-MELIKIAN, INC. 
Hatboro, Pa. 
Gentlemen: 


Please send me a copy of booklet 16M explaining how 
to control the coffee-break with R-M dispensers. 


ce > tt 
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Hardy as the trees they come from . , . Smead File Folders are built to 
withstand the wear that daily use requires of them. The Smead Two- 
Pli-Top File Folder is doubly thick at points of greatest wear (above 
the correspondence line in your file) . . . and single weight (thin) where 
bulk is objectionable. Ask your stationer to show you a sample. 
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SPA conference— 
(From page 41) 


a giveaway—workers were rewarded 
only when they had honestly earned 
it. Moreover, not all workers wished 
to work on an ‘incentive basis. Thus, 
it was often possible to arrange trans- 
fers for those desiring an opportunity 
to earn a bonus. 

Aceording to Mr. Brooks, the big- 
gest problem consisted of training su- 
pervisors to handle a group working 
under an incentive plan. He said, “We 
try to show them that a group under 
incentive transfers the drive to get 
work out from the supervisor to the 
employee. We also try to show them 
the importance of pre-planning the 
work of their section, of eliminating 
peaks and valleys of work load, and 
the importance of training their em- 
ployees in the best way to perform 
their jobs.” 

The Pitney-Bowes program was 
started seven years ago. At present, 
stated Mr. Brooks, 124 of the 450 office 
employees in the home office are on an 
incentive basis. It is hoped to double 
that figure in the next few years. 
Work being done on incentive includes 
typing, calculating, preparation of or- 
der forms, filing, duplicating work, 
collating, stapling, sorting 
and distribution of mail, computing 
and preparing payrolls, record main- 
tenance, and many other types of 
work, The company, he said, esti- 
mates that “the annual savings from all 
of our office incentive installations now 
amounts to about $120,000 per year, 
and this is after deducting the cost of 
installation, maintenance, timekeeping, 
and incentive earnings.” 


binding, 


Experience with electronics urged 


A series of papers on electronics in 
the office, presented on Tuesday, be- 
gan with a discussion of “Challenges 
to Management in Current Electronic 
Developments,” by Dr. John W. 
Mauchly, Director of the Univac Ap- 
plications Research Center of the 
Eckert-Mauchly Division of Reming- 
ton Rand, and co-designer of Eniac, 
the predecessor of Univac. 

Dr. Mauchly stressed the import- 
ance of acquiring experience with 
electronic equipment. The sooner 
more people get more experience with 
it, he said, the sooner we will know 
what can be done with it. He sug- 
gested also that operations research ex- 
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perts would do well to work with 
computer people; such cooperation 
would work to the benefit of both. 
The speaker noted that manage- 
ment has become accustomed to pro- 
viding factory workers with good 
equipment, knowing the _ invest- 
ment to be profitable. This has not 
been true, he said, in the office, and 
this bias tends to work against the 
productivity of the office worker. 
While advocating the introduction 
of electronic equipment into offices 
that can use it, Dr. Mauchly said, 
“To do a job by electronics is not 
necessarily to do it better.’ There 
is no point in introducing a vacuum 
tube into a process unless it does 
something that cannot be done with- 
out it. A particular virtue of the 


vacuum tube, he stated, is its speed, 
but it is not speed itself that is im- 
portant; rather it is the economies 
that are possible through rapid data 
handling. 


Control, not speed, is stressed 


What business should be looking 
for, he declared, is better control of 
information, rather than mere speed. 


Morever, management should be 
aware of the possibilities for doing 
more valuable types of work that 


were not feasible heretofore, and not 
merely in doing old jobs faster. 
Among other virtues of the com- 
puter, according to Dr. Mauchly, are 
its high accuracy and its adaptability 
to many different operations. It 
stands in strong contrast to factory 


oe f0 
qualified 
executives 


This handsome, elaborate Manual—color- 
fully GBC plastic bound—has been months 
in preparation and is one of the most 
expensive and idea-stimulating books ever 
offered for selected distribution. Illustrates 
the many advantages of the modern GBC 
Binding System...increased efficiencies 
...Savings in time and money...greater 
prestige, readership, and life for catalogs, 
reports and presentations. Pages lie fiat— 
turn easily. You and your staff will want 
to examine this informative manual. Send 
for your FREE copy today. Supply is limited. 
GENERAL BINDING CORPORATION 
812 W. Belmont, Dept. OM-I2 Chicago 14 


: mig 
OF MODERN 
AND 1 
LOOSE-LEAF 
ae ccaescid 


General Binding Corporation 
812 West Belmont Avenue 


en mre 
CB Dept. OM-!2 Chicago 14, Illinois 


Please send me my FREE “Manual of 
Modern Plastic and Loose-Leaf Binding’’ | 
understand there is no cost or obligation. 


Name 


Position 


Organization 
Address 
City State 
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machines, which cannot be made to 
perform different types of jobs with- 
out time-consuming and costly retool- 
ing. 


How a giant computer works out 


A report on the first year of oper- 
ating a Univac at the Metropolitan 
Life Insurance Co., New York, was 
given on Tuesday afternoon by John 
Finelli, Third Vice President in the 
Electronic Installations Division of 
that company. 

Metropolitan, he said, decided that 
the best area in which to begin com- 
puter operations would be one in 


which there would not be too much 
changing of procedures and in which 
the complications of making changes 


‘would not seriously impair the work 


of the company. It was felt that 
it was best to begin in the actuarial 
department in operations that occur 
after customers have been taken care 
of. 

The company has now had 3,700 
hours of operating experience with 
Univac, said the speaker. The cen- 
tral computer is operated for two 
forty-hour shifts a week. Although 
30 per cent of the work load has been 
of a sorting nature (for which mag- 


TRADE-MARK ® 


PAPER DRILLS 
9 styles — in hand, 
foot, and power 
models. 


PAPER CUTTERS 
11 models —7 sizes. Bench, 
floor, semi-hydraulic, and full- 
hydraulic models. 


ie 


NAME 


Dealers in all 
Principal Cities 


THE CHALLENGE MACHINERY CO. 
GRAND HAVEN, MICHIGAN 
Send details as checked below: 


() Paper Cutters 
CD Proof Presses 


PAPER CUTTERS 
PAPER DRILLS 
PROOF PRESSES 


Supplement your printing or duplicating 
facilities with Challenge time-saving equipment. 
By enabling you to do your own paper cutting, 
drilling, and proofing right in your own 

shop, Challenge helps eliminate the cost of 
outside ‘paper work"’. Saves you money on 
office forms, price lists, catalog sheets, direct 
mail, etc. And Challenge equipment is so easy 
to handle your present office boy or girl can do 
the job . . . quickly, economically, efficiently! 


Mail coupon 
for specific 
information. 


(C0 Paper Drills 
(0 Paper Punches 


FULL ADDRESS. 


PROOF PRESSES 
Full selection of 5 


5 sizes. 800 


styles — 
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netic tape is not ideally suited), he 
commented, substantial economies are 
already being made. The work itself 
has been of a varied nature. 

Mr. Finelli broke down the oper- 
ating time of the computer as fol- 
lows: 

(1) Productive work, 55.4 per cent. 
This covered the periods in which the 
equipment was assigned to regular 
routine work. 

(2) Working out and debugging 
programs for new procedures being 
converted to computer operation, 20.7 
per cent. 

(3) Correcting and improving the 
original programs, 8.7 per cent. Mr. 
Finelli pointed out that some mis- 
takes had been made in the initial 
programming, and that experience had 
shown better ways of performing cer- 
tain operations. 

(4) Repetition of work spoiled as 
a result of machine breakdown, 7.2 
per cent. 

(5) “Down time,” while the equip- 
ment was being serviced by an en- 
gineer, 4.3 per cent. 

(6) “Lost” time, which covered a 
variety of things, such as operator er- 
rors, 3.7 per cent. 


System proves 88 per cent effective 

On the whole, the system was con- 
sidered to be providing an actually 
effective time of 88 or 89 per cent. It 
has been possible, said the speaker, 
to perform necessary preventive main- 
tenance outside of normal operating 
hours—at night and on weekends. 
Actual down time because of machine 
fadure, he said (in response to a 
question from the audience), con- 
sumed from 2 to 45 minutes on the 
average. These interruptions were 
not considered serious, and the two 
longest stoppages were for 10 and 11 
hours respectively. 

Some difficulty had been encoun- 
tered, the said, with auxiliary equip- 
ment, but much was being done to 
improve its operation. Among the 
features which helped reduce down 
time were the introduction of test 
circuits. Originally, he noted, some 
had thought that the use of many 
extra circuits might cause the equip- 
ment to stop unnecessarily. Practicab 
experience, he declared, had shown 
that the contrary was true; instead 
of being a nuisance, the extra cir- 
cuitry had been invaluable. 

Mr. Finelli stated that the inherent 
accuracy of the equipment was re- 
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this white elephant is made of paper! 


Are you feeding one in your office? Most offices are! 
He's that mass of ever-accumulating records that bulks 
up files, eats up space, and gobbles up big hunks of 
profit! 


If you have any doubt about this beast stalking your 
office — try these three simple tests: 


Test #1 — Do you have an organized policy covering 
systematic retention, transfer or destruction of all papers 
and documents? If not, you must be feeding this ele- 
phant! Tremendous savings are possible. Assuming 
you have 50 files, annual savings of $3850* will result 
from the 35% of the records to be destroyed... 100 
files double this amount, and so on. And savings from 
“destruction” are only a drop in the bucket! 


Test #2—How long does it take to find or file a 
paper in your organization? It should not take longer 
than 1 minute. If it does, your company probably 
needs a Records Analysis. 


Test #3 — When you ask for a file by subject instead 
of by name do you get all the records pertaining to that 
subject — and are they in order for best use? A subject 
file is the backbone of a record-keeping operation — 
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the source of vital facts for management decisions. 
Untold dollars ride on those decisions! 


Why delay? Get the latest information on actual dollar 
savings possible through modern records management 
methods. Get rid of the white elephant in your organi- 
zation. Start today by checking the coupon for this 
valuable free literature. 


Flemington. Brand 


DIVISION OF SPERRY RAND CORPORATION 


Room 2222, 315 Fourth Avenue, New York 10 


Kindly send literature checked: i 
*C) BSD32 — “Get These Annual Dollar Savings From Your Files’’ U 
I (1) X1200A — “A Basic Plan For Record Retention & Destruction” I 
| © LBV396 — “How to Simplify Your Files And Filing Systems” ] 
1 (0 1615 — “Your Records — How To Cut Their Cost” I 
() LBV676 — ‘Kompakt Catalog”’ 
1 CL) BSD5SB — “Complete Microfilming Service” I 
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markable. The company, he said, 
“had never known this kind of ac- 
curacy.” He described the company’s 
overall experience with it as “very 
gratifying.” 

Metropolitan looks for some math- 
ematical background, he pointed out, Personnel readjustments must re- 
in considering personnel for assign- ceive careful attention, said the speak- 
ment to the equipment, but this is er. It is as important to handle them 
not considered essential. More im- well, he observed, as it is to set up 
portant, it is felt, is familiarity with the equipment. Metropolitan has 
the various aspects of the business. discussed the situation frankly with 
Training has been obtained from its employees, and as far in advance 
courses conducted by the manufac- as possible. The personnel prefer- 


turers and from practical experience on 
the job. As the company acquires 
more and more experience, he de- 
clared, it tends to substitute more on- 
thejob training for portions of the 
formal schooling. 


4 


A compact DAGE TV camera installation 
is used in the accounting division by the 
Towson National Bank, Towson, Maryland. 


( 
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Records immediately 
appear on DAGE TV > 
screen at a distant tell- 
er’s location, 


DAGE CLOSED-CIRCUIT TV 
Speeds up office work 


_ closed-circuit TV an- 
swers business’ need for fast, 
reliable transmission of important 
information from one department to 
another. Almost any kind of record 
can be seen by a DAGE TV camera 
in one area and immediately trans- 
mitted to another floor or building. 
Valuable time is saved . . 
are avoided . . 


ating costs make the low-cost in- 
stallation of DAGE TV soon pay 
for itself. 


DAGE TY saves time and money 
in many businesses and industries. 
Whatever your business . . . write, 
wire or phone for free booklet: 
Dept. OM-3, DAGE TELEVI- 
SION, Michigan City, Indiana... 
Michigan City 3-3251. 


. errors 
. and reduced oper- 


= 


4 | DAGE TELEVISION DIVISION 
i 0 i Michigan City, Indiana 

[. _ A Thompson Product 
“ eA see ee 


me has atl 


IN CANADA DISTRIBUTED BY ROGERS 
MAJESTIC ELECTRONICS, LIMITED, 
TORONTO, ONTARIO 


56 For More Information Use Readers’ Inquiry Coupon on Page 78 


ences of individuals concerned have 
been treated with consideration. So far, 
he stated, no employee has been sep- 
arated or asked to take a new job 
at less pay as a result of installing the 
equipment. 

Answering a question from the 
floor, the speaker said that magnetic 
tape had proved to be a more deli- 
cate medium than had been antici- 
pated. However, it had merely been 
necessary to handle it more carefully, 
and its performance had been good. 

Five other papers were also 
presented during Tuesday. Among 
these, “Procedures for the Procedure 
Writer” was covered by Prof. Clif- 
ford I. Haga, of the Department of 
English, University of Minnesota. 


Manuals need language of action 


Prof. Haga urged that written pro- 
cedures be put in a style, both of 
format and language, “as close to 
action as the written word can get, so 
that the moment the worker claps his 
eye on your manual he performs the 
specified task with that optimum com- 
bination of speed, accuracy, and good 
will by which we measure the eff- 
ciency of our subordinates and prove 
our skill as managers.” 

He observed that too many writers 
of manuals “have too many words, 
too many dead words, too many 
words suggesting too many irrelevant 
notions, too much of everything else 
but what an effective order for the . 
performance of a routine task should 
have: emphasis on action.” 

Prof. Haga recommended that a 
writer should read his own work “as 
the reader reads.” The author of a 
manual will naturally know much 
more about the subject than needs to 
be put in his instructions. He must 
resist the tendency to over-explain or 
to clutter the reader’s mind with ir- 
relevancies. 

The speaker referred to six key 
words to be kept in mind when writ- 
ing: what, why, when, how, where, 
and who. The “why,” he said, is much 
overworked, but what, how, and when 
are particularly important. 

If the writing is adapted to the 
reader, he said, and if the style used 
by the systems staff is consistent, many 
of the problems of giving instructions 
will be solved. 

David Gindoff, C.P.A., of the Los 
Angeles firm of Gindoff and Berlfein, 
presented a paper on “Getting the 
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PICK ANY PRODUCT...REYNOLDS 
& REYNOLDS CAN REDUCE 
ITS RELATED PAPERWORK! 


Whatever your product . . . a Reynolds & 
Reynolds Representative can show you how 
to streamline its related paperwork and re- 
duce office costs. Through everyday experi- 
ence, he has shown hundreds of businesses 
how to .. . combine several single forms into 
one multiple part set . . . employ the advan- 
tages of No Carbon Required Paper . . . con- 


solidate information to eliminate some forms 
or add a copy to a present form to speed 
transactions in another department . . . to men- 
tion a few. 
If you feel there’s an office procedure in 
your business that’s not “paying its way”, 
ask a Reynolds & Reynolds Representative 
to call. He will bring you the “know how” 
necessary to expertly analyze your problem 
and suggest the right corrective measures. 
Call your Reynolds & Reynolds representative 
today . . . no obligation! 

OFFICES IN MOST PRINCIPAL CITIES 


THE REYNOLDS & REYNOLDS COMPANY 


-LITHOGRAPHERS AND PRINTERS ¢ BUSINESS FORMS SINCE 1866 
PLANTS: DAYTON, CELINA, OHIO; DALLAS, TEXAS; LOS ANGELES, CALIFORNIA 
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SPIRIT 
“DUPLICATORS 


Model 70 
Manually Operated 


Model 76 
Automatic Electric 


FREE BOOKLET 
TELLS HOW AND WHY. 
MAIL THIS COUPON TODAY! 


THE CORPORATION 


1822 S. Kostner Ave., Chieago 23, Il. 


Please send free booklet on the Conquerors and com- 
plete details. No obligation of course. 
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Most Out Of Manual Methods.” 

Mr. Gindoff said that many busi- 
ness men assume that the cure for 
high office costs or unsatisfactory pro- 
cedures is mechanization. But, he 
said, “manual methods are not being 
given a chance today. If a sorting 
problem presents itself, many assume 
thereby that a mechanical sorter is 
needed. If accounts receivable or pay- 
able grow in volume, the accounting 
machine is prescribed like aspirin for 
a headache. Newer and better manual 
methods are not being given the same 
consideration as mechanical methods.” 

The speaker commented on the ad- 
vent of electronics in the office. “It 
appears that manual methods will as- 
sume great importance during the 
transition period to electronic data 
processing. It appears that presently 
designed machines will automatically 
process like masses of data, but will 
leave a very substantial amount to be 
processed manually. You would not 
use a ten ton truck to move one pound 
of earth. Now, with the removal of 
important segments of volume, it may 
not be economical to mechanize the 
transactions which remain. Further- 
more, many of these are of such com- 
plicated nature as to make uneconomi- 
cal their processing on electronic or 
other machines. When you have elim- 
inated the masses of documents, the 
residue will be a group of transactions 
which generally require human judg- 
ment and which may not be of sufh- 
cient volume to justify mechanization.” 


Manual methods can be improved 


He then discussed a series of typical 
clerical operations and indicated means 
in which manual handling might be 
improved. He noted, for example, a 
strong tendency to turn back to hand- 
written forms. “In our zeal to me- 
he said, “we have indulged 
in much needless typing. But if 
handwritten records are to become 
widespread, an effort should be made 
to improve penmanship.” 

Mr. Gindoff gave considerable at- 
tention to the value of “strip meth- 
ods,” a term which refers to “the 
technique of designing forms in such 
a way as to permit the practical gather- 
ing or summarization of like data 
from forms by the arrangement of the 
forms without further posting of the 
data.” As illustrations he cited the 
peg board and its variations and also 
various types of binders. He lauded 
their simplicity, economy, speed, ver- 


chanize,” 


satility, and accuracy as being valuable 
in many operations. 

Other examples of work-saving 
manual devices to which Mr. Gindoff 
referred included charts and slide 
rules in lieu of adding and calculating 
machines; the use of separate pieces 
of paper for listing single items. or 
classes of data, in order to eliminate 
dificult sorting and listing problems; 
the use of duplicators, especially of the 
systems variety; and improvement of 
filing by the use of good guides, filing 
methods, terminal digit systems, and 
other means. 


Computers will be “‘easy to live with” 


At the banquet on Tuesday even- 
ing, Dr. Herbert R. J. Grosch, Man- 
ager of Invest‘gations, Aircraft Gas 
Turbine Development Dept., General 
Electric Co., spoke on “The Interre- 
lation of People and Electronic Com- 
puting Machines.” Dr. Grosch said 
that all experience indicates that, con- 
trary to what has been said by some, 
the computer will not make people 
obsolete. Things will get more and 
more complex, he said, and this in- 
crease in complexity will speed up. 
People will have to learn to enjoy 
the challenge of keeping up with 
progress. 

Dr. Grosch predicted that comput- 
ers would become simpler and easier 
to make. They will be easy to run 
and will be “easy to live with.” The 
world of the future will offer more 
and better things, but people will have 
to learn to live with the excitement 
of the new age. Bookkeepers may 
become obsolete, he said, but not the 
systems and procedures people who 
plan how to keep the books. People 
will be needed for planning, whatever 
the machines may accomplish. 


Decisions depend on communication 


Among the papers presented on 
Wednesday morning was one on the 
subject, “A Central Intelligence Pro- 
gram for Management,” given by Ray 
R. Epperts, executive vice president, 
Burroughs Corp. 

Mr. Eppert stressed the importance 
of good communication if manage- 
ment is to make effective decisions. 
While executives could obtain ll 
the facts they need by themselves if 
they had sufficient time, he said, as 
a practical matter, “management can 
derive meaning from facts if report- 
ing is terse and compact; properly in- 
terpreted and presented; fact separated 
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from the merely plausible; and the 
decision alternatives clearly drawn.” 
Adequate job descriptions, he de- 
clared, are especially important in see- 
ing that line organization is clear 
and that responsibilities and authori- 
ties do not overlap. If such responsi- 
bilities and authorities are clearly de- 
fined, he said, the flow of information 
can be channeled so that each man re- 
ceives the information he requires— 
neither too much nor too little. He 
stated that “the reports which com- 
prise the system of intelligence for 


planning and control . . . should be 
tailored to the executive receiving the 
report. It is, therefore, important to 
develop a reporting method that will 
provide all levels of management with 
data that gives both perspective and 
direction, reinforced by only that de- 
tail necessary for sound decisions.” 

A good report, he declared, should 
have three characteristics: “(1) It 
must be based on clearly defined lines 
of authority and areas of responsi- 
bility. (2) It must permit compari- 
sons with some standard of perfor- 
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mance. (3) It must make possible the 
quick and simple identification of 
any variation from these standards.” 

Reporting by exception can be help- 
ful in indicating areas requiring at- 
tention, according to Mr. Eppert. He 
also mentioned the possibilities of 
operations research for providing the 
data on which decisions must be 
based. And he referred to the use 
of a small computer in his own com- 
pany to determine how large a staff 
of salesmen it should have and what 
qualifications should be required of 
them. 

“Gaining Up and Down Accept- 
ance of the Systems Program” was 
discussed by Richard F. Neuschel, a 
principal of McKinsey & Co. The 
speaker emphasized the necessity of 
obtaining support for a systems pro- 
gram from both management and op- 
erating personnel. 


Systems objectives must be clear 


Management must have a clear pic- 
ture of the objectives of the program 
and of its scope, declared Mr. Neu- 
schel. It must also understand the 
obstacles facing the program and 
must appreciate its own part in help- 
ing to meet them. Management, he 
said, must frankly discuss such ques- 
tions as the function and authority 
of the staff. It is then essential to 
gain the confidence of the operating 
peeple. 

One source of difficulty in working 
with supervisors, he said, is that 
since clerical personnel are often 
judged by the quality and speed of 
the service they render, they tend to 
overstaff in order to meet emergency 
situations without delay. Another is a 
lack of cost awareness—those who 
are aware of costs, he said, are likely 
to be perfectionists and are hard to 
convince that the work need not be 
done perfectly in order to be adequate. 

The systems staff must find ways 
of meeting hostile attitudes, he said. 
Helping personnel to find out for 
themselves the benefits of a proposed 
scheme is one approach, but it takes 
time. Another is by application of 
discipline—a line official clearly ex- 
plains the objectives he wants achieved. 
This approach recognizes the fact 
that people tend to concentrate on 
those phases of the job in which the 
boss himself is most interested. 

Said Mr. Neuschel, management 
should state a certain specific savings 
goal in advance, then clearly fix re- 
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sponsibility for results, and, finally, 
give the supervisor some assurance 
with respect to his own position. It 
is particularly important, he added, 
to give those concerned a real sense of 
participation in the program, espe- 
cially by the old trick of getting them 
to feel that much of the new sys- 
tem is a result of their own contri- 
butions. 

Following Mr. Neuschel, Robert W. 
Johnson, of the Management Services 
staff in the Pittsburgh office of Touche, 
Niven, Bailey, and Smart, C.P.A.’s, 
spoke on “Application of Statistics to 
Business Systems.” 

Statistical methods can often do 
things more cheaply than electronic 
systems, reported Mr. Johnson. But 
it is important, he added, to use the 
method appropriate to the job, rather 
than try to fit the job to the method. 

Two uses of statistical methods 
were mentioned: to predict the course 
of events, and to provide controls to 
see if a prescribed course is being 
followed. 


Statistical methods can aid business 


Statistical sampling can be used 
in many cases in which most of the 
items to be considered are reasonably 
similar in nature, in which consider- 
able masses of data are involved, and 
in which less than 100 per cent ac- 
curacy is acceptable, according to the 
speaker. 

Statistical methods, he observed, can 
be used to determine the size of sam- 
ple required, the range of error that 
can be reasonably expected within the 
sample, and the degree of probability 
that the error will lie within that 
range. 

An illustration was cited to show 
how statistical methods could be ap- 
plied to business. In a particular ac- 
counts payable situation, it was found 
that since most of the invoice errors 
that hurt the company were on the 
larger invoices, checking of small in- 
voices could be discontinued except 
for samples, while the large invoices 
were checked 100 per cent. The pur- 
pose of sampling the small invoices 
was not to determine particular errors, 
but rather to determine if the number 
of errors was remaining within ac- 
ceptable limits, or in other words, 
whether the loss due to the errors was 
continuing to be smaller than the 
cost of checking for errors. 

Other cases were cited in which 
statistical methods were used to sim- 
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plify and reduce the cost of main- 
taining perpetual inventory records, to 
measure the cost of sales, and to de- 
termine the necessary reserve for bad 
debts in an accounts receivable situa- 
tion. 

Among the other papers presented 
during the conference were the fol- 
lowing: 

“Experience in Installing a Large 
Scale Electronic Computer,” discussed 
by R. M. Gilmore, Jr., of the Chrysler 
Corp. Mr. Gilmore told of the plan- 
ning for and installing of an IBM 
Type 702 computer. 

“For Better, Communication—Try 
Listening!”, by Dr. Wesley Wiksell, of 
the Department of Speech, Louisiana 
State University. Dr. Wiksell defined 
listening as “hearing what is said, 
understanding what is said, and re- 
membering what is said.” 


“The Human Equation in Organ- 
izational Planning,” by Hugh A, 
Wichert, of the Central Organization 
Planning Staff, Chrysler Corp. 

“Statistical Controls for Perform- 
ance in the Office,” by Alex L. Hart, 
professional statistical consultant and 
head of Alex L. Hart Associates. 

“Cost Reduction Through Recerds 
Management,” by John P. H. Deth- 
man, Supervisor of the Records and 
Business Machines Section, Finance 
Staff, Ford Motor Co. 

“The Job ‘Shred-Out’: A Manage- 
ment Simplification Procedure,” by 
Dr. Roger M. Bellows, author and con- 
sultant. 

“Yardsticks for Punched Card Ap- 
plications,” by Robert S. McLaren, 
Assistant to the Controller, Dravo 
Corp., Pittsburgh. 

“Management Improvement Pro- 
grams,” by David A. Woellner, Man- 
ager of Systems and Procedures, Con- 
vair. 

In addition to the general sessions 
papers and the seminars, the con- 
ference offered more than fifty exhibits 
of new business machines and equip- 
ment. 


Charles E. Love dies 

Charles E. Love, executive vice presi- 
dent and a member of the board of 
directors, Commercial Controls Corp., 
of Rochester, N. Y. died unexpectedly 
at his home in Brighton, N. Y., on 
Sept. 27. Mr. Love, who was 45, had 
been associated for a number of years 
with the International Business Ma- 
chines Corp. before joining Commer- 
cial Controls in 1950. 
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NORMAL SPEED | 


LITHOSTRIP 
FORMS 


run unattended 


Naturally, you won't ever run your forms at 
this speed! But PRE-TESTING under ab- 
normal conditions assures you of positive 
operation of the forms we design for your 
requirements. Even when used on tabulators, 
teletypewriters, automatic typewriters with- 
out constant attendance of an operator, 
American Lithofold forms run smooth, true, 
fast! 


Which type meets your needs best? 
@ LITHOSTRIP 

the most efficient continuous 

form ever devised 

@ LITHOFOLD 

for fanfold machines 


@ LITHOSET 
carbon-interleaved single sets 


TEST their accuracy on your 
own machines... 


Write today for free samples! 


500 BITTNER ST ST. LOUIS 15, MO 
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“Hi Vi. Old Town’s special High Visibility 


coating on the stencil ...no cushion 
required for readability 


Old Town Hi Vi Stencils save time and re- 
duce errors. Because of the exclusive High 
Visibility coating, copy stands out clear and 
sharp—easy to proofread, without using a 
cushion sheet. 


Nor is a cushion sheet required while typ- 
ing, handwriting, or even making detailed 
drawings. The tough base tissue of these 
stencils, an Old Town exclusive, has been 
engineered for superior stencilizing without 
extra protection or cushioning. No special 
writing plate or stencil writing instrument 
is needed when signing or writing; any ball 
point pen may be used, on any smooth, 
hard surface. Moreover, this exclusive base 
tissue has wet strength, for added durability. 


Old Town Stencils may be washed, stored, 
and reused without loss of effectiveness. 


Another Old Town exclusive: The new, 
easy-to-use typewriter spacing and posi- 
tion guides are a timesaver for the experi- 
enced typist—and a godsend for the be- 
ginner. 


Old Town Stencils are built for precise, 
quality reproduction, throughout long runs. 
They are also built for long shelf life, safety- 
guaranteeing your inventory. 


Complete line: The Old Town stencil dupli- 
cating line includes a full range of inks, 
correction fluid, filing folders, typing film — 
and a rapid Stencil-Form Service. 


World’s foremost maker of carbons, ribbons, duplicators and duplicating supplies 


STENCILS anpd mMIMEOGRAPH SUPPLIES 
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a Stencil that’s easy to read: 


the new 


AW 


stencil 


SEND FOR YOUR FREE OLD TOWN STENCIL SAMPLER KIT 


See for yourself the 
difference between Old Town Corporation, Dept. OM-12 

ordinary hard-to- 345 Madison Avenue, New York 17, N. Y. 

read stencils and Old Please rush my free copy of the Old Town Stencil Sampler Kit. 
Town Stencils with 
amazing High Visi- 
bility coating. 
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COSTLY RE-DRAFTING OF 
ORGANIZATION CHARTS 


THE 


COFFIELD 
EVERLASTING 


STO 


ORGANIZATION 
CHART 


EASY TO CHANGE 


A wrist, a typewriter and typing paper are all you 
need to keep your chart up to date. It's that simple! 


* Sizes to Fit Any Organization Structure 
* Eliminates All Costly Drafting 

* Photographs for Sharp Prints 

* Invaluable as a Visual Training Aid 

* All Parts Are Movable and Re-usable 
* Solves Your Chart Problem Forever 


Write for Free Illustrated Folder 
with Price Schedule No. OM-12 


MANAGEMENT CONTROL CHARTS CO. 


1731 N. WELLS ST. CHICAGO 14, ILL. 


Why take LESS? 
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Available in '/," to 
won't bend 2" widths; choice 
away {rom of 12 plain colors 
card stock. or imprinted 
Records alphabetically, by 
can't snag- states, months, 
numbers, or to fit 
special needs. 


stronger grip: 


See Your Office 
Supply Dealer 


or Write 


CHARLES C. SMITH, INC. 


EXETER, NEBRASKA 


For More Than 50 Years a Complete Line 
of Time-Saving Signals and Indexes 


For More Information Use Readers’ 
Inquiry Coupon on Page 
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the lack of proper media. 

“*Nobody tells me anything’ is a 
common office complaint,” he went 
on. “The key point on this matter of 
getting news and keeping your peo- 
ple informed is this: Occasions must 
be created—they can’t be left to 
chance.” 

To help keep employees informed, 


he suggested forums, and informal © 


One ex- 
ecutive, he said, schedules a regular 
weekly appointment with each of his 
subordinates, in the subordinate’s of- 
fice. 

A major problem from the employ- 
er’s viewpoint is the feeling that his 
people are not interested enough in 
the company to put forward ideas and 
effort on its behalf. “Out of trying 
to understand people and their prob- 
lems can return desire to 
want to understand—to want to co- 
operate,” he said. “If people develop 
respect and understanding of the other 
fellow’s feelings and attitudes, they 
have a basis for understanding and 
cooperation. This is the ultimate goal 
of communication.” 


“coffee break” discussions. 


come a 


Machine can make decisions 


His company’s experience with use 
of an electronic computer to make 
repetitive decisions about inventory has 
shown the “feasibility of producing 
dynamic and self-regulating business 
systems which produce detail deci- 
sions integrated from broad manage- 
ment decisions,” Douglas A. Young, 
Meter Department, Westinghouse Elec- 
tric Corp., Newark, N. J., reported in 
the first Tuesday afternoon speech. 

The Westinghouse experiment with 
electronic inventory control had four 
main objectives, he declared: 

1. To learn causes and reactions 
(for example, what would happen to 
individual inventory items if the 
borrowing rate of money, the shop 
load, customer buying patterns, or 
all of these together should change); 

2. To make machinery do the work; 

3. To develop decision-making in- 
struments that would automatically 
and dynamically take into account the 
causes and reactions and adjust to 
give optimum results; and 

4. To make use of modern high- 
speed and comprehensive office ma- 
chines for creating decisions instead of 


merely making reports. 

The high speed electronic computer, 
Mr. Young said, can make repeti- 
tive decisions exactly the way man- 
agement tells it to make such decisions. 
“It will do so at almost unbelievable 
speeds, at high accuracy, tirelessly, 
and, what is probably most important, 
without emotion.” 

The system developed at Westing- 
house, Mr. Young said, is practically 
continuous; it is dynamic in that it 
is at all times adjusting and balancing 
itself; and it finally produces, with few 
exceptions, definite decisions. 

“The machine constantly records 
and checks all the things that are 
shipped to determine when conditions 
are right to put unstocked items in 
stock—all as a by-product of a fairly 
conventional system for making ac- 
counting analyses of costs and selling 
prices of individual shipments.” 

The machines also “continually ex- 
amine the characteristics of each item, 
taking into account such factors as 
rate of usage, trend of usage, replen- 
ishment time, unit cost, and frequency 
of demands. For each item, the ma- 
chines prepare a set of statistics to 
indicate what should and_ probably 
will happen in the near future.” 


. « - Soak up noise 
like blotters 
soak up ink! 


HERES WHY 


Partition panels 
consist of perfor- 
ated surfaces 
over acoustical spun 
glass and “float- 
ing” sound baffle. 
Incoming sound- 
waves are trapped, 
snubbed and dis- 
sipated. You'll love 
the silence . . . 


WRITE FOR 
FREE CATALOG TODAY. 


S ZL Pa 4 


2417 EASTERN AVE., S. E., GRAND RAPIDS, MICH. 
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It's ADDO-X's precision 
manufacture that reduces 
operational noise to a whisper. 
With new fast action,” 


fingers literally dance across 
the keys. The STEP-O-MATIC 
lever offers calculator 
performance at adding 
machine cost when 
multiplying. 


Write today for literature ft. 


ADDO MACHINE COMPANY, INC. 


145 WEST 57TH STREET, NEW YORK 19, N. Y., CIRCLE 5-6940 


“At 175 rpm. WEST COAST BRANCH 


WESTERN ADDO MACHINE CORP., 2921 BEVERLY BLVD. 
tAlso on our NEW two register machine. LOS ANGELES, CALIFORNIA, TEL: DUNKIRK 5-2247 


For further details mail this advertisement with your letterhead. 
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AMERICA’S 
FAVORITE 


No. 6587 


The famous red 
typewriter eraser. 


EBERWARD FABER * 


‘puts its quality 
in writing”’ 


_. HE INCOME TAX MAN 


will let you deduct the cost of busi- 
ness travel—but only if you have 
definite, itemized records to show him. 


BEACH'S 
“Common Sense" 


EXPENSE BOOKS 


are best because you jot down the 
expense as it is incurred rather than 
later when a lot of it is forgotten. 

Mr. Stationer, recommend BEACH'S 
to your customers. They are now 
more important than ever! 


Beach Publishing Co. 


7238 Woodward Ave., Detroit 2, Mich. 


Perhaps the unique feature, he went 
on, is that the machines prepare this 
information in advance so that it 
stands waiting and ready for action 
when and if needed. “The machines 
waste a lot of their own time pre- 
paring for things that sometimes never 
happen. they prepare 
this information so rapidly and at 
low this apparent waste- 
considered fully justified. 
The machines even prepare for emer- 


But because 
such cost, 


fulness is 


gencies; then if the emergency doesn’t 
happen, they conveniently readjust to 
allow the overpreparedness to drain 
off and thus inflation of in- 
ventories.” 

The final speaker on Tuesday, Alan 
O. Mann, coordinator, electronic of- 
fice SKF Industries, Phila- 
predicted that instantaneous 
hand- 
information will be the next 
step in the 


avoid 


systems, 
delphia, 
communications and electronic 
ling of 
great history of indus- 
trial evolution. 

Citing as the three major achieve» 
ments of industrial progress to date, 
mechanization, mass production, and 
management, he said only 
the last had brought new develop- 
ments in “the 


scientific 


information that is 


constantly companion to the actions of 
things and people. Electronics prom- 
ises a new dimension in dissemination 
of information,” he said. 


Present data inadequate 


‘Data used in business now are 
untimely due to lag and lapse; they 
are periodic although actual operations 
are not; and they are compartmen- 
talized rather than unitized,” he con- 
tinued. 

“They need to be integrated,” he 
declared, and equally important, they 
must be in a form to provide the 
wherewithal for improved decisions. 

“It is becoming increasingly evi- 
dent,” he continued, “from the recent 
work of a few advanced mathemati- 
cians and outstanding men from the 
fields of the pure sciences that pre- 
sent are but a_ shoddy 
makeshift, a poor substitute for more 
effective computations that could be 
made for 
sions.” 


The problem 


calculations 


arriving at sounder deci- 
can only be met, he 
asserted, by establishing a “complete 
two-way interconnection between every 
transaction point throughout the en- 


tire company so that every person in 


instantaneous 
with every 
other person via one control center. 

“We need to humanize the cor- 
porate mechanism so that corporate 
reactions can be as instantaneous as 
individual human ones, and diseases 
can be instantly felt and diagnosed,” 
he declared. 

SKF has developed such a commu- 
nications plan, involving two compre- 
hensive sets of equipment, a com- 
plete line fully automatic 
system of teletypewriters 
company operations, and 
electronic storage and computational 
equipment for all data processing. 
The plan is not fully developed yet, 
but it is being achieved. 

The operation, 
Mann, hinges on preparation of five 
channel common-language master 
tapes for self-perpetuation of all re- 
petitive data derived from source doc- 
uments. Teletypewriter equipment is 
used to create tapes, source 
documents, by-product tapes, and 
documents for subsequent data pro- 


have 
two-wa y 


the will 
communication 


system 


private 
switching 
across all 


according to Mr. 


master 


cessing operations. 
“We are getting ready to step right 
up to a nationwide fully automatic 


The man who didn’t 
Come to Dinner. 
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no less. 
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WORK-A-DAY 
Moral: Use your Keith Clark Desk Calendar to arrive SCHEDULE-A-DATE 
#~, at important business and social engagements The Calendars that work for you 


—calmly, efficiently, and socially relaxed 


Ke 
Mw Keith Clark, Ime., 120 west san st., New York 36, N.Y. 


BE | WILL BUY FOR CASH 

WELL-APPOINTED — | USED BILLING & BOOKKEEPING MACHINES 

-- ALWAYS BURROUGHS.......... Model #7200, 7800, M-215, M-222, M-235, M-806 
SP Pe cre ot ae i iS. La ia 


Ask your stationer for prices 


N.C.R. PROOF & 


BRyant 9-1459 


ANALYSIS. . 
et csanaan shat £30612 T1242) 18 $3—40,000 


eRe ee £685 2Y175,000 & over 
BRANDT COIN MACHINES—Model.......... 260, 61, 100, 101, 
KARDEX CABINETS... 


vastinaiugdatendsiaguidives dvuenestioned Size 5x8 only 
Advise Complete Model & Serial Numbers 
for Our Quotations 


| L. A. PEARL COMPANY 
| 


Dept. 3M, 140 West 42nd Street 


DEALERS IN USED ACCOUNTING MACHINES 


21500, | 
. #22010 2{i23), tad (135), ‘22115 (145), 


&o 
.8A2206 (64UP), A2207 — (621) (630) 
831—10—I0 (18) 20° 24, 000 & over 
228409! 2400 '000 & over 


150, 200, 20 


New York 36, N. Y. 
Wisconsin 7-1220-1-2 
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How to increase your office efficiency— 
save money—with VICTOR TIME SAVERS... 


The Victor Scrapbook —the all-purpose 
scrapbook that handles any paste-up 
job you have. Twelve different sheet 
sizes, from 11 x 19 to 24% x 19%, each 
with a definite use by advertisers, 
artists, and offices. Ideal for photos or 
newspaper clippings. Expansion bind- 
ing keeps contents neat, never bulky. 
Quality filler sheets take ink or water 
colors without blotting. Cover cleans 
easily with a damp cloth. 


The Victor Sorter speeds up all office 
sorting and temporary filing. Sorting is 
an easy one hand operation, saves time 
and money in your filing or billing 
departments, or for anyone who sorts 
checks, orders, or letters. The 25 A-Z 
dividers are adjustable to suit varying 
volumes. Protected tab labels hold 
names, numbers or any type of index. 
Available in Check or Letter size in 
attractive gray enamel finish. 


The Victor Recordex—a practical, portable, visible record 
that’s a real time saver for salesmen or executives. 


The Victor “In and Out” Indicator 
— does away with confusion and tells 
instantly if “Jones” is in or when he will 
return. Single, double, or triple panels 
hold 28, 56, or 84 names. Perfect for 
busy switchboards or any active office. 
Each name is protected by a trans- 
parent celluloid tube. 


Victor Recordex is always handy — 
on your desk, in your drawer, or in 
your briefcase. Twenty 8 x 5 pockets 
show a % inch protected visible 
margin. Double the capacity simply 
by inserting cards in the back of 
each pocket. A full-control colored 
signal system is practical by using 
Victor transparent signals. Victor 
stock card forms cover most any 
record you will need. 

Recordex is perfect for record 
summaries, department records, 
sales, personnel or any of a dozen 
different types of records. Available 
with or without removable pockets. 
Assembled and mounted in durable 
gray pressboard folder with a ¥% cut 
guide tab in center position. 


TURN THESE VICTOR TIME SAVERS INTO MONEY SAVERS FOR YOUR OFFICE 


VIC. TOR 
SS 
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See your Victor Dealer or write to: 


| VICTOR SAFE & EQUIPMENT Ie 
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switching system,” Mann_ reported. 
“This system requires only that a 
proper two-letter code be perforated 
in the leading end of the tape that is 
fed into the transmitter of the tele- 
typewriter. From that point on, the 
switching system takes over, and trans- 
mits all data automatically. Even- 
tually, he predicted, SKF will have a 
“fully automatic, speedy, accurate, 
and complete handling of all primary 
data into and out of central electronic 
data processing equipment.” 

The Wednesday morning session 
opened with a talk by Elles M. Derby, 
Manager, Management Education Co- 
ordination Division, Metropolitan Life 
Insurance Co., on “The Office Man- 
ager—Carbon Copy or Creative Ad- 
ministrator.” 

The primary objective of manage- 
ment training is to identify those per- 
sonnel who can and will think for 
The goal should 


not be mere replacement. 


themselves, he said. 


“If you develop just for replace- 
ment, you are merely duplicating the 
present heads of bookkeeping, of fil- 
ing, or of some other clerical unit,” 
he said. “You are producing carbon 
copies of the present incumbent.” 


The real goal, he said, should be 
“original, dynamic, effective improve- 
ment. New ideas are the lifeblood of 
any organization.” 

His company, Mr. Derby said, 
favors formalized, centralized man- 
agement development as distinct from 
“on the job training.” 

Warning that there were many per- 
sonnel in every company who can 
never be trained for management 
leadership, Mr. Derby went on to say: 

“In the make-up of every man and 
woman there are traits that fix the 
ceiling above which he cannot effec- 
tively rise. Let those who qualify 
have the opportunity, but don’t waste 
time and money on those who cannot 
meet the standard after a reasonable 
time.” 


Three management qualities 


He listed as essential basic qualities 
within an individual which make him 
a good candidate for management 
training, analytical ability, 
ability, and sales ability. 


creative 


The Metropolitan program covers 
all levels of management from first- 
line supervisor through 
dents, and techniques 


vice-presi- 
used range 


from small conference groups of ten 
persons up to meetings of four or 
five hundred supervisors. The com- 
pany tries to encourage thinking by 
the trainees so they can learn to meet 
situations by making their own de- 
cisions, as long as those decisions are 
made within the wide framework of 
general company policy. 

“The payoff is in bringing out latent 
talent instead of producing carbon 
copies of ourselves,” Derby concluded. 
“You can have a payoff of this nature 
if you set real objectives, a careful 
program of selection, and a program 
of education and training that seeks 
to capitalize the thinking ability many 
people are forced to waste.” 

The final discussion before the con- 
cluding luncheon was concerned with 
work sampling in the office, and the 
speakers were Jeremy Addoms, Super- 
vising Industrial Engineer, and Fred- 
erick A. Long, Research Industrial 
Engineer, of the Atlantic Refining Co., 
Philadelphia. 

Both speakers declared that samp- 
ling techniques are reliable and suc- 
cessful “when the conditions are right 
and the application is properly made.” 
Their company first tried statistical 


PRODUC-TROL Visual Control 


not only schedules, 
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8,000,000 items. 
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world-wide use. 
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Your “filing and finding” problems disappear when 
you use Guide-O-folders in your active files. Not 
only do you save both time and money but you 
remove the drudgery from the filing department 
and make it a pleasant place to work. 
You will appreciate the speed and accuracy with 
which your records are filed and ke 
available for reference. 
the ease and accuracy because all the tugging and 
ulling of ordinary folders is eliminated. Guide-O- 
olders just glide back and forth on their steel 
frames with finger tip ease. 
Ask your local stationer or office equipment dealer 
to show you how Guide-O-folders will solve your 
filing and finding problems. 
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saves $2600 a year =— with Ozalid! 


Now the three salesmen of the Midwest 
wholesaler write their orders on a translucent 
form... And goods are shipped and billed earlier. 
Transcribing and typing orders, and rewriting 
back orders, have been entirely eliminated; and 
three old costly manifeld forms discarded. Order 
processing takes less time, saving $2600 a year. 


IL, ‘s all done with Ozalid! Here’s how... 
A salesman sends the original order to the 
home office, where an Ozalid copy is made for 
the customer as notice of acceptance. The 
Stock department notes the items on hand; 
Shipping marks items shipped; Billing enters 
prices and extensions. 
All entries are added to the original order, 
and an Ozalid copy sent as an invoice. 
Back orders are also noted on the original. 


OZAMATIC (left) is a table model, 
handles sheets as wide as 16”, 
and can make up to 1000 prints an hour. 


When ready for shipment, they are entered 
with prices in a special section of the order 
form; and an Ozalid copy becomes a new 
invoice. 

Ozalid helps thousands of companies speed 
paperwork, save time and costs. 

Ozalid will copy anything written, typed, 
printed or drawn on any translucent original. 
An exact, clean, dry print is made in less thana 
minute. A letter size sheet costs less than 12 ¢. 

Ozalid copies can be made of ledger sheets, 
payrolls, instruction manuals, statements, 
tax returns, bulletins, reports, drawings, charts, 
etc.—is especially useful on cumulative reports 
and monthly statements. 

Ask the nearest Ozalid distributor (see 
phone book) to show you how Ozalid can help 
in your business ...Or write to 184 Ozaway, 
Johnson City, N. Y....In Canada, Hughes 
Owens Co., Ltd., Montreal. 

OzaLip — A Division of General Aniline & 
Film Corporation...from Research to Reality. 


OZALID 
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sampling in an effort to establish time 
standards for typists who prepare cus- 
tomer invoices for mailing, they re- 
ported. The results obtained were 
accurate within the tolerences the 
company had established for conven- 
tional time standards. 

“In fact,” the speakers reported, 
“comparison of some of the time 
valuts with studies previously made 
indicated that those obtained from 
work sampling were actually consid- 
erably more reliable. The actual 
making of work sample observations 
required less effort on the part of the 
observer, resulted in more uniform 
observations from several observers, 
and reduced the need for interpreta- 
tion of activities to a minimum.” 

Disadvantages of the technique 
stemmed from the time consumed in 
selection of random moments at which 
to take samples, and posting observa- 
tion moments to observation sheets, 
according to the speakers. 

This disadvantage was overcome by 
development of a method of selecting 
random moments for observation 
through the use of punched cards, 
reducing the preparation time needed 
from several hours to less than 30 
minutes. Work was further reduced, 
they said, by having the printed sheets 
from the tabulating cards used di- 
rectly as observation sheets, elimin- 
ating the need for posting to separate 
observation sheets. 

Once this had been done, the speak- 
ers continued, the technique of work 
sampling met all objectives. 

“It provided elemental time values 
for all persons- engaged in an opera- 
tion; it provided time values of sufh- 
cient accuracy to use as ‘building 
blocks’; it reduced engineering time 
and cost; and it provided a minimum 
of interference with the work of oper- 
ators.” 


Greater social responsibility urged 


“Each management executive should 
accept the responsibility of meshing 
social responsibility with his respon- 
sibility for his company’s profits,” Saul 
M. Silverstein, president, Rogers Cor- 
poration, Rogers, Conn., declared at 
the luncheon session on Wednesday, 
October 19, which concluded the 
three-day conference. 

Management collectively today is in 
a better position than any other group 
to make this a better world, he said, 
in criticizing the attitude of many 
businessmen who characterize socially 


responsible colleagues as “do-gooders.” 

Suggesting specific areas in which 
a change in traditional management 
thinking would be beneficial, Mr. Sil- 
verstein said: 

“Let’s be realistic about unions. 
There have been many abuses in 
unions, but isn’t this equally true in 
the fields of medicine, religion, science, 
finance, and even in management. 
Unions are here to stay. If the 
majority of workers want a union, it 
is the responsibility of management 
to accept this decision without mental 
reservations. If the majority prefers 
to be without a union, so be it. Too 
many management people are still 
dedicating their lives to the destruc- 
tion of an existing union, or are 
equally dedicated to preventing the 
formation of one, without regard to 
the wishes of their workers.” 

White collar unions are no more to 
be feared than traditional labor unions, 
he continued. “Sooner or later most 
of you will have to live with them 
whether you like it or not—so relax 
and enjoy it,” he advised. 


Management urged unionization 


His company urged its white collar 
workers to organize, he declared, even 
though he was warned when he 
adopted this attitude that it would 
prove “disastrous.” 

“Both unions now force us to do a 
better management job,” he reported. 
“It gets both blue and white on the 
team—the very essence of good man- 
agement. Too many managers still 
don’t realize that there is no corre- 
lation between literacy and _intelli- 
gence.” 

He also urged that businessmen stop 
criticizing the government, and begin 
to assume “their share of responsibil- 
ity for the community and nation.” 

“If our governments are not sound 
or fair, we have only ourselves to 
blame,” he said. “Some of the severest 
critics of government performance are 
business leaders who are too busy to 
serve but never too busy to criticize 
those who are doing their best and 
need more support. If the individual 
thinks solely of himself, the state must 
assume and provide the necessary cor- 
rectives.” 

The speaker did not spare “cynical 
people who have castigated workers 
at all levels for being too interested in 
security and, correspondingly, less in- 
terested in doing a fair day’s work 
for a fair day’s pay. Isn’t it strange” 


OFFICE MANAGEMENT 


: EROS RTS 
Tet: 
| 
- a -. 5 . 
a . o« 
é i . \* "s 4 j i : 
i ‘ ? _ . A 
. \ N W ; — 
5 Vi 4Y pa 
\\ BP nr acunt 
+ \ i M5, Megas 
; lo . pons # a ae 3 : 
zt % a at “> % i ¥ e ; 
_ 
« p : ’ : : 
| | ES 
es. i | 
A | 
Ee 
ie Ss | 
? 5 
‘ de 
: 
: ae i : f 
, ae = a 1 
' ’ + a Sa 
4 ' 1 | 
= : s 
} ' ' 
ai * , 
ae x 1 
oe . . 
m: ET re 
neat 1 
ES . = 
: : 
: oo 
ase i oe 
y 
ex sd Bo EEE 
; + | 
Pp (Pepe ee eee ee 


he asked, “that so many of these cynics 
have done so well for themselves in 
the area of valuable stock options 


and reasonably liberal _ retirement 
plans?” 
Management people should stop 


feeling sorry for themselves, the speak- 
er said in conclusion. 

“It is true that management's re- 
sponsibilities are great,” he declared, 
“but they get paid accordingly. I 
have never known of a top manage- 
ment man whose burdens became so 
great that he swapped places with the 
worker. All too often those in man- 
agement who feel most sorry for them- 
selves are down to their third Cadillac 
and second cruiser. So let’s stop kid- 
ding ourselves and cut out the double 
talk. It’s still nice to be boss, with all 


his headaches.” 


Records control— 
(From page 35) 


2. Keeping others informed where 


unfinished or unfiled work is, so that 
during her absence others will know 
where to look for such records, 

3. Preventing file cabinets from be- 
ing used for storage of material un- 
related to file records. 

4. Checking matter being filed to 
be sure that titles are consistent with 
the folder in which she intends to 
place the record. 

Much of the responsibility for a 
satisfactory records program rests with 
the file clerk. However, her success 
or failure in this respect is always de- 
pendent on the degree of co-opera- 
tion that she receives from the creators, 
processors and stenographic groups. 
Since the others in turn must depend 
on her for the safe care of records and 
presentation of them as needed, they 
serve their own interests when they 
fulfill their respective responsibilities 
along the line of records flow. 

There should be a coordinator of the 
records program in organizations that 
have a number of offices, to establish 
policies and procedures and to coor- 
dinate and supervise the efforts of all 
involved. Records programs do not 
operate on their own any more than 
other business programs. The coor- 
dinator should consult with manage- 
ment and other personnel to effect 
policies that: 

1. Establish uniformity in records 
procedures in all offices. 

2. Inform everyone of his part in 
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the records control program and of the 
necessity for unreserved cooperation. 

3. Stimulate an interest and desire 
on the part of everyone to reduce re- 
cord volume and costs to a true level. 

4. Centralize filing of important re- 
cords to prevent some of them being at 
one point and others elsewhere. Elim- 
inate jurisdictional privileges of any 
departments that tend to separate im- 
portant records and prevent the full 
story being available in any one place. 

5. Prevent mixing minor records, 
covering incidental details, with re- 
cords that contain basic facts. 

6. Establish the practice of the cre- 
ating or originating office being re- 
sponsible for long-period retention of 
its records, the source to which the 
other offices should go for the facts in 
the future. Eliminate the habit of 
matching record for record in a num- 
ber of offices. While this does not 
imply that receiving offices should de- 
stroy records indiscriminately, condi- 
tions do change with time. There is 
always the possibility that earlier rec- 
ords may no longer be accurate. The 
source of the information is the point 
to which anyone should be permitted, 
as well as instructed, to go for the facts 
of today. This is especially so in re- 
spect to offices charged with the duty 
of disseminating specific types of in- 
formation, as: 

a. General offices which establish 
policies, prices, procedures and 
which have the corporate records as 
well as deeds, leases, contracts, etc. 
in their custody. 

b. Laboratories which must retain 
vital and permanent records, includ- 
ing blueprints, reports, processes and 
other developments. 

c. Factories which have the im- 
portant manufacturing details, latest 
information on stock, and records 
on property, equipment, easements, 
rights of way and local government 
matters. 

d. Warehouses which have some 
records similar to factories and others 
peculiar to warehouses only, such as 
inventories, facilities, property or 
rental matters, etc. 

There should be a normal, healthy 
understanding between home offices, 
regional offices, laboratories, factories, 
warehouses and any other points to the 
effect that each office should be free to 
call upon any other for information of 
the type for which the second office 
is the original authority. All offices 
should be informed as to which of- 
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the basis 
of better 
filing... 


HE Acco filing system is based 

on the famous slogan that 
“Bound Papers Are Safe Papers.” 
The Acco Fastener, alone or in 
Accobind Folders or Accopress 
Binders keeps all related papers 
together — correspondence, _ in- 
etc.—neatly 


voices, but securely 


bound in loose leaf style. Let your 


stationer explain the Acco “file 
and find” 


use any other. 


system and you'll never 


The Accopress 
Binder com- 
bines loose leaf 
convenience, 
large capacity 
and economy. 


When transfer time 
comes just slip the 


bound papers from 
the Accobind Folder, 
insert a new Acco 
Fastener and_ the 
Folder is ready for 
another year's filling. 


ACCOBIND folders 
ACCOPRESS binders 
PIN-PRONG binders 


{for marginal multiple punched forms) 


ACCO clamps 


ACCO punches 
and other filing supplies 


ACCO PRODUCTS, Inc. 
Ogdensburg, New York 
In Canada: Acco Canadian Co., Ltd., Toronto 
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fice is responsible for given records 
and so is required to hold them in- 
definitely. None should attempt to 
match file for file with an originating 
office. To do so is futile. The con- 


tinuity of records in receiving offices . 
is invariably broken and otherwise in- 


complete. The costs of such an at- 
tempt at matching files are all out of 
proportion to any local gain. 

It is worth repeating that the per- 
sons benefiting most from a_ properly 
administered records program are the 


| ones herein designated as having the 


greatest responsibilities—the creators 
and the processors of records. They 
are the users of the records and the 
ones who need them—not the secre- 
taries, typists or filing personnel. 


Therefore, it is imperative that they | 


understand and accept their respon- 
sibilities. By doing so they help them- 
selves. 

Business continues to move forward 
at all times, but not all of its forces 
equally. Unfortunately, records con- 
trol has been given minor considera- 
tion in the past and permitted to fall 
behind the advances in other proced- 
ures. Records control begins at one 
place and time only, when and where 
the record is created. It continues, 
however, right down the line with 
processing, stenographic, and filing 
personnnel, Above all things, business 
must recognize that records control 
does not start in the filing department 
or record center. Nor can it be solved 
by forms control methods alone. Forms 
account for only a small portion of 
records in many offices. 


Reports— 

(From page 31) 
ones when it came to sending out use- 
less paper. 


In other cases, men were nosy. Like 


| the child who didn’t want to go to 


bed, they were afraid they'd miss 
something. They wanted to know 


_ what was going on all over the place. 
| They asked to be put on several doz- 


en report lists. 


The sender, in such cases, could only 
assume that the man who asked for a 


| copy of the report found the infor- 


| reports 
| might need them someday.” 


mation useful in his work. 


Still other people who received the 


wanted them 


“because we 


Like 


| squirrels in the tree, they wanted to 
store their information acorns against | 
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a future day of need. 

Kelly wondered where these reports 
finally wound up. Were they de- 
stroyed? In one case he found that 
every copy of a weekly report that 
was sent to seven depariment man- 
agers wound up in “archives”, or 
dead storage. He found that in one 
year there were 364 papers going in- 
to storage that weren’t merely dup 
licates of each other—they duplicated 
each other seven times. 

Other reports remained in “current 
files” for up to three years. In the 
meantime the company had to buy 
new file cabinets at $75.00 each to 
provide space. 

In one other case, a daily report 
<<opy was kept in a binder. When 
Kelly visited the girl who filed the 
reports, he found 15 expensive binders 
on a shelf behind her. He also found 
that the girl’s boss had never once 
called for the report after he gave it 
to her to file. She had three years’ 
accumulation in the binders. 
Peterson had_ instructed 
Kelly to “sample” the reports situa- 
tion. He didn’t consider it necessary 
to find out the exact cost of each re- 
port. 


Manager 


Peterson merely wanted enough 
facts to indicate whether his execu- 
tives were paper-happy or whether 
they were using paper as it should be 
used—as a control mechanism. 

Kelly summarized his findings for 
his boss as follows: 

“If the 475 (824 issues) reports 
turned out each month cost as much 
as the average of the sample reports 
studied in detail, we can conclude 
that reports cost the company $23,- 
963.75 per month. This is a cost of 
$287,565 per year! About 1 per cent 
of the sales volume. 


Reports cost 95,844 hours a year 


“Reports consumed about 7,987 
working hours a month, or 95,844 
hours per year. 

“This all adds up to a working 
force of about 44 people working full 
time on nothing but reports.” 

As striking as was Kelly’s summary, 
we can draw conclusions. We can 
ask these questions about reports. 

Perhaps one per cent of the sales vol- 
ume isn’t too much to pay for reports. 
But shouldn’t those reports be good 
ones—timely reports which an execu- 
tive can act upon? Shouldn't they be 


reports which are readily understand- 
able? 

In Kelly's study less than 10 per 
cent of the reports met those stand- 
ards. All reports absorbed precious 
executive time. An executive is just 
about forced to look over every paper 
that somebody shoots into his office. 
Until he does look at it, he isn’t sure 
whether the information affects his 
operation or not. Was this time well 
spent? 

So the executive must take the time 
to sift the significant from the useless. 

These were just some of the prob- 
lems that manager Peterson found 
when he asked for a study on reports. 

Reports are costly to prepare. Many 
reports are useless. Reports absorb 
much executive time. Executives 
don’t need more reports, they need 
better reports—and fewer reports. 

The management group as a whole 
—most of the supervisors—were not 
thinking through their report require- 
ments. They weren’t considering what 
they needed, nor what their bosses 
needed to know. What was needed 
was an education for the supervisor— 
some way of getting fewer reports 
and better reports with less effort. 


INSTANT, AUTOMATIC, 


ADJUSTABLE... 


... and costs no more ! ! ! 


Again Dependable's exclusive INSTANT, AUTO- 
MATIC ADJUSTABLE feature leads in office equip- 
ment. Both stand and chair have NEW plastic Phen- 
olic Base. You pay no more—yet, you get greater 
comfort and far more efficiency! Ask your dealer 
for free trial. If dealer not available, write — 


DEPENDABLE MANUFACTURING COMPANY 
New Factory at Bellevue, Nebraska 
eee a cy pl ERR 


DECEMBER 1955 


that help in any 
business de 


No matter what kind of record 
housing you use, Graffco has the 
right signal for you. All colors, 
sizes and shapes to classify, re- 
mind, call for action. Let Graffco 
help you put more order and re- 
sult in the business day. Write for 
free Graffco Product Color 
Folders. 
GEORGE 8B. GRAFF CO. 
54 Washburn Avenue 
Cambridge 40, Mass. 


For More Information Use Readers’ Inquiry Coupon on Page 78 
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ABC PUBLICATIONS 


ARE 


INVITED AND PAID FOR! 


AN AUTOMATIC CHECK 
ON EDITORIAL SERVICE 


An ABC PAID publication can never rest 
on its laurels. The fact that it achieved 
PAID status because it offered a vital serv- 
ice is not enough. It has the ever continuing 
obligation to be of indispensable value to 
its readers because they will renew only if 
the publication continues to serve their 
needs. The result is an automatic self-polic- 
ing formula of value for both reader and 
advertiser. PAID circulation demands high- 
est editorial service — and highest editorial 
service commands paid circulation! When 
you advertise in an ABC PAID circulation 
paper, you know you are reaching readers 
who pay—and reader interest that pays off! 


reader i 


rr 


When readers PAY... advertisers get 
nterest that PAYS OFF 


This symbol indicates a reader audi- 
ence that has responded to a publica- 
tion’s editorial appeal . . . by willing- 
ness to PAY for it. With the interests 


4 _ of readers thus identified, it becomes 


possible to reach specialized groups 


 e@ffectively with specialized advertis- 


om 
ts 


& 


3 


ing appeals. 


ABC PAID PUBLICATIONS 
GIVE YOU THESE FACTS: 


e How much paid circulation. 

@ How much unpaid circulation. 

e@ Prices paid by subscribers. 

@ How the circulation was obtained. 

@ Whether or not premiums were used as 
circulation inducements. 

Where the circulation goes. 

A breakdown of subscribers by occupa- 
tion or business. 

e How many are in arrears. 


Among publications serving management ex- 
ecutives concerned with office administration, 
OFFICE MANAGEMENT lead by far in 
A.B.C. paid audited circulation. In fact, OFFICE 
MANAGEMENT ’s circulation has .grown by 
leaps and bounds, keeping pace with the dy- 
namic growth of this field . . . reaching a new 
high of 22,000* paid as of November 36, 1955. 


* subject to ABC audit 


wit office management ‘ein 


- Published by Geyer-McAllister Publications 
212 FIFTH AVENUE °® 


—publishers since 1877 
NEW YORK 10, N. Y. 
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Catalogs, Booklets, Brochures 


for the office 


“Fold-Elopes” 

Central Envelope & Lithograph Co., 7329 Harrison St., 
Forest Park, Ill. Sample kit of Fold-Elopes, a type of 
printed sheet which can be folded to make an envelope. 
A single sheet thus serves double duty as a business form 
(such as an order blank, report form, purchase order, etc.) 
and as the forwarding envelope. (1) 


Office Chairs 

The Milwaukee Chair Co., 3022 W. 
Center St., Milwaukee. Forty-page cat- 
alog containing pictures, descriptions, 
and specifications on a wide line of 
chairs, including executive and clerical 
posture chairs, side chairs, and other 


models. (2) 


Xerographic Duplication 

The Haloid Co., Rochester 3, N. Y. Case history on use 
of xerography for the production of office forms, invoices, 
drawings, bulletins, etc. by xerography at Gerber Pro- 


ducts Co. (3) 


Intercommunication Systems 
Automatic Electric Sales Corp., 1033 
W. Van Buren St., Chicago. Dial 
Your Way to Greater Business Success, 
brochure on private business telephone 
systems. (4) 


Shelving 


The Standard Pressed Steel Co., Jenkintown, Pa. Four- | 


page folder on Hallowell adjustable steel shelving. (5) 


Floor Machines 

The Kent Co., 854 Canal St., Rome, N. Y. 
guide giving advice on proper sizes and types of floor 
machines and vacuum cleaners for various types of work. 


(6) 


Record Storage Practice 

}ankers Box Co., 720 S. Dearborn 
St., Chicago. Manual of Records Stor- 
age Practice, 28-page booklet on record 
retention, storage, and destruction. (7) 


Expanding File Pockets 
Alvah Bushnell Co., 925 Filbert St., Philadelphia. Leaflet 
on Vertex expanding file pockets. (8) 


Envelopes 


Selection | 


Outlook Envelope Co., 1001 Washington Blvd., Chicago. | 
Which Outlook Envelope Would Help You Most?, de- | 


scribing envelopes of various styles. (9) 


For further information, use Reader Inquiry Card on 


page 78. 
DECEMBER 1955 


pencils: 


are 
specialists 


For best performance, 
they require tools 
specifically designed for 
the exact job. That’s why 
for just about any job in 
plant or office — 
value-minded purchasing 
agents choose a particular 
pencil from among 


famous Dixon 


TICONDEROGA and company 


The finest family of specialists in all pencil-dom 


Dixon TICONDEROGA—For 
generations, the favorite of exec- 
utive, secretary, and just about 
everyone who demands a fine 
pencil, Its value is in its quality. 


Dixon THINEX — Slim and 
strong—it stands up! Particularly 
good for bookkeeping and pre- 


“Dixon BEST’’—All of its colors 
make bold, broad strokes. A 
favorite among architects, engi- 
neers and artists. 

Dixon ENDURO — Movable 
mouthpiece takes any size pencil 
and sharpens it quickly, 
smoothly, easily. 


cise color work. 

Thinex and “Best’’ are packed in a variety of assortment boxes. 
Most pencils of TICONDEROGA and company have special 
LEADFAST® construction to help prevent wasteful breaking 
and splintering. Choose specific pencils for specific jobs. Order 
TICONDEROGA and company today from your stationer. 

Pencil Sales Division 87-J-12 


THE JOSEPH DIXON CRUCIBLE COMPANY 
Jersey City 3, N. J. 


For More Information Use Readers’ Inquiry Coupon on Page 78 75 
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Now nylon stops 
squeaks in Bassick 
chair control 


% New nylon bearings make Bassick’s modestly 
priced G-1000 tilting chair control safe, silent 
and maintenance-free. 


At one stroke the new bearings 
(1) stop squeaks and chatter 


oe (2) put an end to the messy job of lubricat- 
: ing this area 


(3) eliminate metal-to-metal friction bear- 
2S ings which often elongate and give a 
Ne chair the “wobbles.” 


Close the books on your office chair mainte- 
nance budget by making sure your chairs have 
¥ Bassick G-1000 Tilting Chair Controls—as well 
as “Diamond-Arrow” casters, of course. Bassick 
controls are being used by leading office chair 
manufacturers. THE BASSICK COMPANY, Bridge- 
port 2, Conn. Jn Canada: Belleville, Ont. 


A DIVISION OF 


‘S > 
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ADVERTISERS’ INDEX 


Acco Products, Inc. ........ 72 
Agency—La Porte & Austin, 
Inc. 


Addo Machine Co., Inc. .... 65 
Agency—The F. W. Prelle Co. 
Allen Business Machine, Inc., 
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ctates, Inc. 
Alliance Rubber Co. ....... 39 
Agency—Art Lloyd Co. 
American Lithofold Corp. ... 58 
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Adv. 
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ne. 
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Art Metal Construction Co... 
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Artloom Carpet Co., Inc. .50, 51 
Agency—Robert B. Grady Co. 
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Cramer Posture Chair Co., Inc. 11 
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Faber Pencil Co., Eberhard .. 66 
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Co., The 


Graphic Systems ........... 
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Ine. 


Guide Systems & Supply Co. . 68 
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Agency — Sen Cc. Jacobi Adv. 


Kohlhaas Co., The ......-.. 72 
Agency—Frank C. Jacobi Adv. 


LeFebure Corp. ..... a5 eons 13. 
Agency—Chester A. Ettinger 
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Macey-Fowler, Inc. .......-- 4 
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Management Control Charts 
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McBee Co., The .......-+::: S 
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Ask your stationer to show you the 


Gsterbrook 


DESK PEN SET with 
The PEN THAT FILLS ITSELF 


ond lets you 
choose the right point 


for the way you wrife...by number 


The Esterbrook Pen Company, Camden 1, New Jersey 
THE ESTERBROOK PEN COMPANY OF CANADA, LTD. 
92 FLEET ST., EAST; TORONTO, ONTARIO 


KNOW ALL THE BENEFITS of 


THE MARKET'S FINEST PENCIL ERASER! 


Ask Your Stationer For 


Waldon Rovetis Enon 


NO. 440 GREEN GLOW! 

@ Superb quality, uniform green rubber 
texture for cleanest, scratch-free 
erasing. 

@ Super-convenient, “stubby”, bevel 
shape in the two most practical sizes. 
(The larger size, No. 441). 

The ideal, all-around pencil eraser and 

cleaner for office and general use. 


WELDON ROBERTS RUBBER CO., Newark 7, N. J. 


World's Foremost Eraser Specialists 


CLASSIFIED ADVERTISING 


Rates are I5¢ a word. Minimum charge $3.00. Payable in advance. Address replies to 
all Box Number ads c/o OFFICE MANAGEMENT, 212 Fifth Ave., New York 10, N. Y. 


For Sale or To Buy Used Equipment 


WANTED—ALL TYPE OFFICE Machines, Filing Equipment, Office 
Furniture. Kardex. Acme, Postindex. Will exceed a manufacturer's trade- 
in allowances. Write, Wire. National Office Equipment Co., 429 Broome 
St., New York, N. Y. 


WANTED ROLL-TOP DESK—A gentleman of the old school, seeks 
an executive type roll-top mahogany desk. If you are located in New 
York City and wish to dispose of a desk of this description, phone Mr. 
Emtee OR 5-3400. 


FOR SALE: MODEL 3405 Automatic Addressograph for style CB 
Economy Size plates—equipped with 24 position selector—all other stand- 
ard attachments. This equipment at $2,000.00 is a real bargain compared 
to new equipment that would cost you $4,500.00 plus tax, today. Write 
to The Distributor’s Group, Inc., 756 West Peachtree St., N. - 
Atlanta, Ga. 


Positions Wanted 


INDUSTRIAL ENGINEER. 29. MBA, MSIE. Experienced. Available 
project basis to (1) evaluate, modify and adapt business equipment to 
new applications (2) simplify and install data processing procedures. 
OM. 213 


Business Opportunities & Services 


PHOTOSTATS: MATTE: 8%” x 11” .20; 11” x 14” .30; 14” x 18” .40; 
18” x 24” .80; Glossy: 8%” x 11” .30; 11” x 14” .60; 14” x 18” .80; 
18” x 24” 1.80. Prints made back to back. Work returned same day as 
on Som ye on request. Standare Repro Co., 135 W. 22nd St., 
a oe) ae Se A 


ACCOUNTING PRACTICE, So. New Mexico. Nets $7,000 per year. 
Established 1919. Finest accounts in area. Outstaning reputation. Owner 
retiring. Priced at only $16,000. Terms. Dept. #22442. Free Bulletin. 
Chas. Ford & Assoc., 6425 Hollywood Blvd., Los Angeles, Calif. 


BUSINESS SCHOOL, WASHINGTON, in leading city. Complete 
courses in secretarial science, accounting & business administration. One 
of the highest rated schools in the Northwest. Grosses over $101,000 per 
year. Excellent location. Established 20 years. Outstanding reputation. 
Priced far below value. Write Dept., #22408—for full information. Chas. 
Ford & Assoc., 6425 Hollywood Blvd., Los Angeles, Calif. 


MESSAGE SERVICE & RADIO Calls. So Central Texas. Complete 1 
and 2-way radio service. Ideal location, serving 50 air miles. Completely 
equipped. Room for expansion. Perfect opportunity for one with radio 
experience. Dept., #6588-A. Free bulletin. Chas. Ford & Assoc., 6425 
Hollywood Blvd., Los Angeles, Calif 

MIMEOGRAPH & OFFSET COMPANY, Denver, Colorado area. 
Handles sales & service, plate work and printing. High gross. Excellent 
location near downtown area. Priced at only $10,000. Dept. #22466. Free 
Bulletin. Chas. Ford & Assoc, 6425 Hollywood Blvd., Los Angeles, Calif. 
MULTIPLE BUSINESS SERVICES, San Francisco bay area. Nets 
$7,000 per year with sales higher this year. Handles secretarial service, 
mimeographing, telegraph, Ticket agency, telephone answering and travel 
agency. Excellent reputation. Ultra-modern building. Priced low. Dept. 
#22274. Free bulletin. Chas. Ford & Assoc., 6425 Holywood Blvd., Los 
Angeles, Calif. 


TELEPHONE UTILITY CORP. in Montana. Operates in 7 cities, all 
in adjacent areas. Completely equipped; valuable new expansion develop- 
ments. Originated by owner in 1950 with $6,894, revenue. 1954 revenue 
was $47,687. Owner is offering his 65% of the stock at an exceptional 
offer price. Inquire now for full statistic information, Dept. 22227-A, 
Chas. Ford & Assoc., 6425 Hollywood Blvd., Los Angeles, Calif. 


USE INQUIRY COUPON 
NEXT PAGE 


DESIGN 
FREE PROOFS 

ULL DIE 
MAIL US YOUR LETTERHEAD 


PROOF MAILED PROMPTLY 
NO OBLIGATION 


DEWBERRY ENGRAVING CO. 
801 SO. 20TH STREET - BIRMINGHAM 5, ALABAMA 


at i PEt oe . 
America’s Largest Engraver of Fine Stationery 


DECEMBER 1955 


This new Noble Phone Bracket keeps your tele- 
phone out of the way, yet ready for instant use. 
It increases the working area of your desk 
thereby contributing to greater efficiency. 


Our new $600 bracket firmly holds all three types of phones 
now in use by the Bell System. 


Write for prices 


NOBLE BRACKET CO. 


3322 Boston Avenue Oakland 2, Calif. 


For More Information Use Readers’ Inquiry Coupon on Page 78 sw 
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INQUIRY SERVICE 


For Subscribers to OFFICE MANAGEMENT 


PY RAE 3 om call Hagee 3 


This service is provided for your con- 
venience in obtaining complete infor- 


mation on the new products reported 
_ in the editorial pages and in the ad- 
vertisements of this issue. Use this 


form also to obtain manufacturers’ 
catalogs and other aids reported 


. this month. New products reports, 
catalog offers and other aids all have 
numbers assigned to them in bold 
face type wherever they appear in the 

editorial columns. Advertisements are 


f: e m identified by their respective page 
ae numbers. Fractional page advertise- 
Y = - OU, : ments are further identified by the 
&' initials of the advertiser. 


On New Products 


Simply circle the 
| respective numbers 
a Obtain New Catalogs in coupon below 
and Helpful Just circle the numbers on which you 
. want further information; fill in your 
Lite ratu re name and address below, tear out and 


mail to Office Management. Our office 
will forward your inquiries promptly 
to the companies concerned. 


{fats SEND OFF THIS BLANK... FOR PROMPT SERVICE 
Please forward to the respective companies, our request for 
OFFICE MANAGEMENT further information on Phe items on have circled below. 
212 Fifth Avenue, New York 10, N. Y. Soe a Range ave athe Rang this. We understand this is 
os i oa ’ DECEMBER 1955 
tp DECEMBER 1955 ADVERTISEMENTS NEW PRODUCTS ITEMS, 
; (Circle respective page numbers on which ads appear) CATALOGS AND OTHER AIDS 
2nd Cover 38GS 58 ; (Circle respective item numbers) 
‘ 3rd Cover < LFC 59 Al Bl Cl 
oe ith Cover : 60 
3 61 A2 B2 C2 
62 2 ; 
63 72 KC A3 B3 
64 MCC 
64CCS MC aA 
64 GRP ‘ A5 
. 65 
il 5: 66 EF A6 
gerd y od 66 BPC 7 
me 5 66 PC PC a 
66 KC 77W A8 
67 77N 
: Company 
Cs Address December 1955 Issue. 
5 Office Management 
= This inquiry form good 


until January 15, 1956 
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when you think of 


och 


business papers 
think of 


There’s a complete line of Nekoosa pre-tested 
business papers at your printer’s .. . and, in cut sizes, 
at your stationery store. The famous Nekoosa watermark 
on every sheet is your assurance that these papers 
are made better .. . to look better and perform better. 
Next time, make it a point to specify Nekoosa 
business papers. They come in a wide variety 
of colors and weights for every office use, 


and every office machine. 


“WUchoo0sa_ Bono 


LEDGER * MIMEO 
DUPLICATOR * MANIFOLD 


FOR DIRECT-PRINT 
COPY MACHINES 


| MASTER - LUCENT 
SUPER -LUCENT 


NEKOOSA-EDWARDS PAPER COMPANY 
PORT EDWARDS *© WISCONSIN 


For More Information Use Readers’ Inquiry Coupon on Page 78 
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This “touch operated” .— 
10-key keyboard 


accounts for the amazing speed and 
simplicity of the Underwood 
Sundstrand Model E 


Within a few hours anyone in your office can become _ all-purpose machine that will handle all your account- 
prohcient on the Underwood Sundstrand Model E ing needs. lailored to suit your exact requirements, 
Accounting Machine. it will reduce the cost of posting all accounting records 
The secret, of course, is the 10-key keyboard. Opera- — such as Accounts Receivable, Accounts Payable, and 
tors use the fast, effortless touch method. There’s no Payroll Records. 
need for them to keep shifting their eves back and For case-history proof of the way the Model E 
forth from media to keyboard. As a result, they has saved time and money for businesses like your 
quickly acquire high-speed posting rhythm. own, phone your Underwood Office (you'll find the 
The Underwood Sundstrand Model E 1s a low-cost, number in the Yellow Pages), or write us today. 


UNDERWOOD CORPORATION 


One Park Avenue, New York 16, N. Y. 


For More Information Use Readers’ Inquiry Coupon on Page 78 
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